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University of California
-9 System Training

TRAINING MANUAL

Purpose:

Provide comprehensive guidance to UC locations, both during and post implementation of the I-9 Guardian
System, to support the standardization of the I-9 process systemwide

Audience:

Implementation Representative, Training Lead, I-9 Administrator, 1-9 Coordinator, -9 Processor



University of California
I-9 System Training

UC I-9/E-VERIFY STANDARD PROCEDURES

Purpose:

Outlines the University’s I-9/E-Verify process for New Hires, Remote Hires, Rehires, Reverification and
Inter-Campus Employee Transfers

Audience:
Implementation Representative, Training Lead, I-9 Administrator, 1-9 Coordinator, -9 Processor
Additional Resources:

1-9 Information Website



http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/index.html

1-9 PROCESS USING GUARDIAN

A look at onboarding and |-9 processing
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Form 19 Process: A. New Hire
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Form 19 Process: B. Rehire Within 3 Years

8
Receives notification to
@ e
Q documents for Section 3
o
=3
£ Email
w Employee
- 1f1-9 date is
) greater than 3
Will notify 1-9 years than refer
Processor if to the A. New
Position Management position funding is
may differ by location subject to E-Verify Hire map
2 4 6 7 9 11
1 Completes Section 3 with
soard " " . Provides employee with 1-9 Completes Archival 19 Updates Employee Profile Sends notification to Em”mwee ubmits E- Enters |9 and E-Verify (If
Onboarding and Location Receives notification that vendor information and -ompletes Archival |- X H .
Managornt Provss PPy oot mostssmto S in Guarcian o Paper—Paper—by I forEXeriyFAR batch (| employe o meet o Veriy (fapplcable P
< start 1.9 P Pl uploads document(s)
S _ :
s Email Email Guardian Guardian Guardian Email Guardian Guardian
S Local HR Coordinator Local HR Coordinator [ 1-9 Processor | 1-9 Processor 1-9 Processor 19 Processor 19 Processor 19 Processor
3
Saves employee 10
profile
c Saves and updates
K] dashboard
2
g
S
3

PPS

12
19 and E-Verify (If
applicable)
completion dates
are saved




Form 19 Process: C. Remote Hire
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Form |9 Process: D. Inter-Campus Employee Transfer
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Form 19 Process: E. Re-Verification
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University of California
-9 System Training

UC I-9/E-VERIFY STANDARD PROCEDURES

Purpose:

Outlines the University’s key I-9/E-Verify standard procedures to ensure consistent processing of I-9’s and
E-Verify cases

Audience:
Implementation Representative, Training Lead, I-9 Administrator, I-9 Coordinator, -9 Processor
Additional Resources:

M-274 Handbook for Employees

UC E-Verify Guidelines



http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/e-verify-guidelines.pdf

University of California I-9/E-Verify Standard Procedures

1-9 Process

Related Policy

UC Standard Procedures

Employees complete
Section 1 of Form 1-9 at
the time of hire; prior to
first day of employment

M-274 Handbook (page 3) for Employers

Employees should complete
Section 1 of Form 1-9 as soon
as possible after a formal offer
of employment is accepted,;
Employees are sent
notification with instructions
from Guardian

Remote Agents may
complete Section 2 on
the University's behalf

USCIS FAQ on Remote Hires

For remote hires, the remote
agent must be one of the
following:

* Notary

e Licensed Attorney

* Employed in HR

e Agent referred by the
University

Complete Section 2 of
Form [-9 within three
business days of the
date employment
begins**

M-274 Handbook (page 5) for Employers

1-9 Processors must meet with
the employee to complete
Section 2 (within three
business days of the date
employment begins)

Re-verify employment
authorization for current
employees

M-274 Handbook (page 12) for Employers

When an employee’s
employment authorization
document(s) expire, Section 3
of Form 1-9 must be
completed no later than the
expiration date(s)

Complete Section 3
due to name change for
current employees

M-274 Handbook (page 23-24) for Employers

For employees who have a
legal name change, such as
following marriage; Section 3
of Form 1-9 must be
completed

Re-verify or update
Employment
Authorization for
Rehired Employees

M-274 Handbook (page 24-25) for Employers

For employees rehired within
three years of the date of the
initial execution of the
previous Form 1-9, the original
paper |-9 form information
should be entered into
Guardian and Section 3 of the

Online I-9/E-Verify System Tools and Resources



http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/i-9-central/i-9-central-questions-answers/faq/i-hire-my-employees-remotely-how-do-i-complete-form-i-9

University of California I-9/E-Verify Standard Procedures

1-9 Form completed (block B
or C depending on need to re
verify employment
authorization)

If the original paper 1-9 Form is
not available then the
employee must complete
Section 1 and Section 2 of
Form -9 within three business
days of the date employment
begins

Do not complete a new
Form 1-9 for employees
who transfer from one

UC Location to another

M-274 Handbook (page 25) for Employers

For employees who transfer
within the University, the
original paper 1-9 Form
information should be entered
into Guardian OR the
electronic 1-9 must be
transferred to the new UC
Location (Company) in
Guardian

If the original paper 1-9 Form is
not available then the
employee must complete
Section 1 and Section 2 of
Form 1-9 within three business
days of the date employment
begins

Complete E-Verify for
applicable employees

M-274 Handbook (page 39) for Employers

UC E-Verify Guidelines

UC, as a federal contractor,
must verify the work status of
employees who are
performing work under a
federal contract or subcontract
that contains an E-Verify
requirement clause

If an employee’s position

Online I-9/E-Verify System Tools and Resources



http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/e-verify-guidelines.pdf

University of California I-9/E-Verify Standard Procedures

funding is subject to a federal
contract or subcontract that
contains an E-Verify
requirement then the
employee’s profile in Guardian
will be setup so the employee
is E-Verified

Retention
Requirements

M-274 Handbook (page 27-29) for Employers

An employee's completed
Form 1-9 must be retained for
as long as the individual
works for the University.
Once employment ends, the
Form must be retained for
either three years after the
date of hire, or one year after
the date of employment is
terminated, whichever is later

Employee identity and
employment authorization
documents must be scanned
and uploaded into the
employee record in Guardian

Do not complete the
Form 1-9 for any
individual does not
receive wages or other
remuneration from the
University in exchange
for labor or services

M-274 Handbook (page 3) for Employers

Federal laws regarding work
authorization does not apply
to volunteers and others who
serve the University without
receiving wages or other
remuneration

Reimbursement for expenses
is not considered
remuneration

**For academic appointees, please review the “Additional Standard Procedures for 1-9ing
Academic New Hires”.

Online I-9/E-Verify System Tools and Resources



http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
http://www.uscis.gov/sites/default/files/files/form/m-274.pdf

University of California
-9 System Training

UC I-9/E-VERIFY ROLES AND RESPONSIBILITIES

Purpose:
Outlines the key roles and responsibilities of both the 1-9 System implementation and ongoing operations
Audience:

Implementation Representative, Training Lead, I-9 Administrator, I-9 Coordinator, I-9 Processor



ROLES AND RESPONSIBILITES
1-9/E-Verify Guardian System Implementation and Ongoing
(Prior to UCPath Integration)

PROJECT MANAGERS/ UC SYSTEMWIDE 1-9 ADMINISTRATORS:
Implementation
Coordinates overall project
Tackles roadblocks
e Encourages team member collaboration
e Oversees training roll out
Assists locations with communication pieces as requested
e Manages Lexmark I-9 scanner acquisition
e Sets up each location’s instance of Guardian with system preferences
e Creates initial I-9 Administrator, Coordinator(s) and Processors’ user accounts
e Oversees vendor relations to ensure the following:
0 UC receives excellent customer service as outlined in the SLA’s

0 Vendor representative is available for immediate response during first week of go-live for
each location

Ongoing Operation
e High level monitoring of location dashboards
Manages overall administrative system preferences
Manages user accounts for |-9 Location Administrators
Manages Vendor relationship with LawLogix
Handles escalated I-9/E-Verify issues as necessary
Transfers employee electronic 1-9s in Guardian for inter-campus employee transfer (will
be automated with UCPath integration)

e Coordinates and tracks training of newly appointed I-9 Administrators

LOCATION IMPLEMENTATION REPRESENTIVE:
e Manages the location’s system implementation which includes, but is not limited to the following:
e Designs location implementation plan in conjunction with Project Managers
e Ensures that all implementation steps are completed
e Completes all required training
e Reviews quick guides, tools and resources and Guardian tutorials
e Oversees the -9 Administrator, Coordinator(s) and Processors) training
e Develops location communication plan (using provided templates)
e Communicates and manages process changes
e Coordinates Single Sign On Implementation and web services integration with Location IT
e web services integration with PeopleSoft at time of UCPath implementation
e Ensures that all interested parties are kept informed as appropriate

Online I-9/E-Verify System Tools and Resources


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/resources.html

ROLES AND RESPONSIBILITES
1-9/E-Verify Guardian System Implementation and Ongoing
(Prior to UCPath Integration)

TRAINING LEAD:
e Receives “Train the Trainer” training
e Coordinates the Administrator, Coordinator(s) and Processors required |-9 training
e Tracks completed training of Administrator, Coordinator(s) and Processors
e Develops location specific training materials as desired

LOCATION 1-9 ADMINISTRATOR:
Implementation
e Completes all required training
Reviews gquick guides, tools and resources and Guardian tutorials
e Practices on test site to ensure competency
o Works with I-9 Coordinators to identify 1-9 Processors
e  Customizes location specific system preferences and templates

Ongoing Operation
e Manages location specific system preferences and templates

e Manages user accounts for Coordinators and Processors
e Manages document retention/purging process in Guardian
e Coordinates and tracks training of newly appointed I-9 Coordinators

-9 COORDINATOR:
Implementation
. Completes all required training
. Reviews quick guides, tools and resources and Guardian tutorials
e  Practices on test site to ensure competency
e  Works with Location 1-9 Administrator to identify I-9 Processors
. Ensures all I-9 Processors under purview receive all required training
e  Acts as main contact for I-9 Processors implementation questions
o Works with key stakeholders to implement procedures which support the new I-9/E-verify process

Ongoing Operation
e  Reviews dashboard on regular basis to track timeliness of processing

e  Monitors the consistent upload of employee required supporting documents
e Handles escalated I-9/E-Verify issues

e  Coordinates the I-9 Processors user accounts with I-9 Administrator

e  Acts as main contact for I-9 Processor questions

e  Coordinates and tracks training of newly appointed I-9 Processors

Online I-9/E-Verify System Tools and Resources


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/resources.html

ROLES AND RESPONSIBILITES
1-9/E-Verify Guardian System Implementation and Ongoing
(Prior to UCPath Integration)

-9 PROCESSOR:
Implementation
e Completes all required training
e Practices on test site to ensure competency
e Learns new procedures which support new I-9/E-Verify process
e Reviews guick guides, tools and resources and Guardian tutorials

Ongoing Operation
e Completes new employee profile in Guardian system (pre-integration)
e Completes Section 2 with new employees
e Completes Section 3 with employees as appropriate
e Enters paper I-9’s into Guardian system as appropriate
Reviews remote hire 1-9's to ensure accuracy and all required supporting documents are uploaded

e Uses designated scanner to upload required supporting documents to Guardian (may or may not
be Lexmark I-9 scanner)

e Completes E-Verify through Guardian (if applicable)
e Monitors and approves TNC's (tentative non-confirmation)

Online I-9/E-Verify System Tools and Resources


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/resources.html

University of California
I-9 System Training

ADMINISTRATIVE PREFERENCES REFERENCE GUIDE

Purpose:

Outlines the administrative preferences in the Guardian System
Audience:

Implementation Representative, Training Lead, 1-9 Administrator

Additional Resources:

System Preferences Guide


http://uploads.lawlogix.com/Training_I9/SystemPreferences.pdf

Guardian System Administrative Preferences Reference Guide - Introduction

Guardian System
Administrative Preferences Reference Guide

The purpose of this Reference Guide is to outline the administrative preferences in the Guardian System
which are viewable within the Administrative Toolbar. Each setting is explained in this document. Most of
these preferences have been set at the system-wide level by the System-wide Administrators.

The preferences highlighted in yellow may be modified at the location level.

New administrative preferences added by LawLogix may be found in the "Release Notes" section under
Tutorials in the Guardian System.

If you have any questions regarding the administrative preferences, you may contact the System-wide
Administrators.

Online I-9/E-Verify System Tools and Resources



Guardian System Administrative Preferences Reference Guide - Employee Preferences

System Preference

UC Decision

Allow future hire date

Check box to allow Processor to create employees with hire dates in the future

Allow future termination date

Enter "31"; the maximum number of days into the future

Employee Minimum Age

Enter "12" for Employee Minimum Age due to University minimum age policy

Allow Employee Creation w/o SS#

Check box to allow Processor to create employees without a SS#

Personal Info

Do not check box to allow Processor to edit their personal information

Do Not Use Social Security No as Login

Check box to randomly generate login for employees; do not have access to SS# at this time

Link Business Unit to Location

Check box so the appropriate Business Unit is linked to each Location

Employee I-9 Completion Instructions
(Step 4)

Not applicable - screen will not show since UC is not using Appointment feature

Require Employee ID

Do not check box to allow Processor to create employees without an Employee ID

Employee cannot edit personal
information

Do not check box so employee cannot change their personal information

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - I-9 Preferences

System Preference

UC Decision

I-9 Style

Set at "Guardian" for Light Blue Highlighting

Do not auto-populate Section 2 Hire Date

Do not check box so Section 2 Hire Date is populated from Employee Work record

Start I-9 process with Section 1

Check box to hide personal data information section; I-9 process will start with Section 1

Rehires must complete a new -9

Do not check box so new |-9 completion is not required if rehire is within 3 years of the date of the
initial execution of the previous Form I-9

Incomplete I-9s can be Parked

Check box to allow incomplete |-9s to be parked. This will allow incomplete 1-9s to be pulled up in
the future

Employee can pre-select Section 2
documents

Do not check box so employee is not required to pre-select Section 2 documents

Show all documents in Section 2

Do not check box so only eligible documents are shown based on the employee's current Section 1
attestation

Auto task I-9 review

Do not check box so notification is not sent when an employee completes an I-9. Notification is sent
to all users within the HR Group.

Auto book I-9 review appt

Do not check box to stop auto generation of -9 Review appointments

Hide HR appt info

Check box to hide I-9 Review appointments information

Allow current archival dates

Do not check box so the upload of Archival I-9s with a start date up to the current date are not
allowed (Archival 1-9s should not be used for new employees)

Allow archival I-9s to be completed despite
issues

Check box to allow Processor to complete archival I-9s despite issues. (I-9 may be completed but
issues will remain)

Allow deletion of non-current [-9s

Check box to allow Location Administrators to delete non-current I-9s

Allow expired documents

Do not check box so 1-9 Processors cannot enter expired work authorization dates (should be
reviewed on a case by case basis only)

Display issues on I-9 entry screens

Check box so any I-9 issues will be displayed at the bottom of Section 1 and Section 2 input forms in
the system

Hide tooltips for employees

Do not check box so yellow and red help pop-ups are displayed when employee is completing
Section 1

Do not auto populate Section 1

Check box so Section 1 of the I-9 remains blank, requiring the employee to fill in all fields

Employee must approve Section 1
amendments

Check box to require employee approval of any Section 1 amendments

HR cannot alter Section 1 data via
amendments

Do not check box to allow Processor to alter Section 1 data via amendments (with Employee
approval)

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - I-9 Preferences

System Preference UC Decision

Employee can enter amended values in Check box to allow employee to edit proposed amendments for Section 1

Section 1

Do not process state affidavits Not applicable

Require upload of state affidavit docs Not applicable

Require upload of all I-9 supporting docs Check box to require upload of all I-9 supporting documents. Processor must indicate with a
checkbox that documents have been uploaded

H-1B portability days Set at 30 days (date of expiration is 240 days)

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Task Reminders

System Preference UC Decision

Expiration reminder lead days Set at 120 days. This will be the first notification sent to the Processor notifying them of re-
verification deadlines

Subsequent reminder lead days Set at 90, 60, 30,14,7 and 1 day. These will be the subsequent notifications sent to the Processor
notifying them of re-verification deadlines

Receipt reminder lead days Set at 30 days. This will be the first notification sent to the Processor notifying them of receipt
expiration (Processor will receive subsequent reminders 14,7 and 1 day prior to expiration)

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Reports

System Preference UC Decision

Reports Module Access Set at all HR Users
Reports Module Create/Edit Set at all HR Users
Interactive reports access Set at all HR Users
Interactive reports create/edit Set at all HR Users
Charts & graphs module access Set at all HR Users
Charts & graphs module create/edit Set at all HR Users

This section allows all users at your location the ability to view/create/delete reports/charts and graphs. Default setting in user
privileges of “no access” is not applicable when this selection is chosen.

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Security

System Preference UC Decision

Use SurelD Do not check box so SurelD (secondary security) is not required
Require strict password Do not check box so a strict password is not required

Password expirer days Leave blank so a password change is not required for employees
Number of passwords remembered Not applicable if not requiring a password change

Online I-9/E-Verify System Tools and Resources



Guardian System Administrative Preferences Reference Guide - E-Verify

System Preference

UC Decision

Require HR to confirm List B Documents
have valid photo

Check box to require Processor to confirm List B Documents include a photo of employee

Require HR to observe E-Verify rules and
scan/upload certain work authorization
documents

Check box to require Processor to scan and upload documents required by E-Verify

FAR Qualifying Contract

Enter effective date of FAR Qualifying Contract

Obscure SSN on TNC notices

Do not check box so TNC does not obscure full SS#

Amend existing -9 after data changes made
during E-Verify process

Check box to allow amendments to be made to existing I-9 to reflect changes made for the E-Verify
submission

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Calendar

System Preference

UC Decision

Calendar Blocking

Not applicable

Work days

Indicate the University of California conducts business Monday — Friday

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Email Preferences

System Preference UC Decision
Use “Do Not Reply” E-mail Method Check box to use do not reply email method (donotreply@perfectcompliance.com)
Do not use sender info Check box so the following sentence is not included in Employee Login emails: "Please Note This E-

Mail was sent by (user). Please do not reply to this email..." The system defaults to one user so it
may be confusing to the employees

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Privacy Policy

System Preference UC Decision

Text has been entered in your system May adjust for location specific privacy policy

Online I-9/E-Verify System Tools and Resources




Guardian System Administrative Preferences Reference Guide - Remote Hire

System Preference

UC Decision

Remote Hire Preferences:

Use pre-defined remote agents

Do not check box so pre-defined remote agents are not required

Remote agents must be Notary

Do not check box so remote agents are not required to be a Notary

Do not use Notary affidavit

Check box so Notary is not required to fill out a Notary Affidavit

Remote agent handles documents

Check box to require remote agent to provide copies of appropriate documents

Default HR Contact

Select Location I-9 Coordinator to receive remote agent general inquiries

Notify of document selection on Step 3

Do not check box so Default HR does not receive notification indicating how the remote agent will
provide copies of employee documents

Remote Agent Instructions

Do not check box so entering employee's SS# is not required by the remote agent when using login
links received via email

Documents:

Employee Instructions Template

At location’s discretion to customize template — System-wide Administrators have customized a
starting point (please reference the Guardian I-9 System Modified Templates resource)

Remote Agent Instructions Template

At location’s discretion to customize template — System-wide Administrators have customized a
starting point (please reference the Guardian I-9 System Modified Templates resource)

Notary Affidavit Template

At location’s discretion to customize template

Document Retention Options:

Scan and Upload Documents

Check box to allow remote agent to scan and upload documents

Fax Documents

Check box to allow remote agent to fax documents

Mail Documents

Check box to allow remote agent to mail documents

Employee will be responsible for submitting

Do not check box so "employee will be responsible for submitting" is not an option

Employee Self Creation:

Not applicable since UC is not using Kiosk option
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Guardian System Administrative Preferences Reference Guide - Miscellaneous

System Preference

UC Decision

Dashboard Preferences:

Section 2 deadline same as Section 1

Do not check box so Section 2 deadline date is the date used on dashboard for Top Pending I-9s

Do not show announcements to location
managers

Not applicable, do not have locations managers (basic user type)

Deadline to inquire into issuance of new
SS#

Set at 30 days. This is the deadline to inquire whether the SS# has been issued after an -9 is
completed without a SS#. Tracking will show under "I-9s Needing Further Action" (on Dashboard)

User Logout Preferences:

Employee Logout URL

http://ucnet.universityofcalifornia.edu/compensation-and-benefits/roadmaps/new-employee.html

HR Logout URL
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Guardian System Administrative Preferences Reference Guide - Custom Fields

System Option UC Decision

Hide Custom Fields Not applicable
Custom fields for employees Not applicable
Supporting document types Not applicable
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University of California
-9 System Training

USER ACCOUNT SETUP REFERENCE GUIDE

Purpose:

Provides the recommended privileges and permission to provide to your location’s system users
Audience:

Implementation Representative, Training Lead, -9 Administrator

Additional Resources:

System Administrative Setup

User Creation And Maintenance


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-system-admin-setup.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-user-creation-and-maintenance.pdf

Guardian System User Account Set Up Reference Guide - I-9 Administrator Privileges

Guardian System
User Account Set Up Reference Guide

The purpose of this Reference Guide is to provide you with the recommended privileges to provide to
your location's Guardian System Users (Administrators, Coordinators, and Processors).

Note: There is a system rule in Guardian which prevents changing of first names once a user has been
set up. If you need to change the user's first name, you will need to retire the user and create a new
account. You can change the last name.

The preferences highlighted in yellow may be modified at the location level.
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Guardian System User Account Set Up Reference Guide - I-9 Processor Privileges

Privilege

UC Decision on Privilege for User

HR Type Check "Full Featured HR" box to allow user access to all features of Guardian (All UC users will be full
featured)
Admin user Do not check box to hide Administrative Toolbar from user

Can Park Incomplete I-9s

Check box to allow user to park incomplete I-9s

E-Verify access

Check box to allow user to view and process E-verify

Can enter electronic |-9s

Check box to allow user to enter electronic |-9s

Can enter archival paper I-9s

Check box to allow user to enter archival paper I-9s

Can enter new hire paper |I-9s

Check box to allow user to enter new hire paper I-9s

User is Default HR

Not applicable to UC since we are using HR Groups

Is allowed to approve I-9s

Check box to allow user to approve I-9's

Is allowed to amend 1-9s

Do not check box so user cannot amend 1-9s

Is allowed to approve amended I-9s

Do not check box so user is now allowed to approve amended I-9s

Is allowed to exempt issues

Do not check box so user is not allowed to exempt issues on the 1-9s

Is a full featured expert

Do not check box so user is not full featured expert

Can view dashboard mini charts?

Check box to allow user to convert dashboard data into mini charts

Reports/Charts & Graphs

Recommendation to provide reports/charts & graphs privileges on a user by user basis

Reports Privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete STANDARD reports

Interactive reports privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete CUSTOMIZED reports

Charts & graphs privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete chart & graph reports

Permissions

UC Decision on Permission for User

Location Permissions

Check "View/Edit All" box if user will have access to all I-9s at your location

Check "View/Edit Restricted Locations Only" if user will have access only to 1-9s within a particular HR
Group(s) and specified locations

Group Memberships

Assign user to applicable HR Group(s) (Division or School) I-9s they should have access to at a UC location
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Guardian System User Account Set Up Reference Guide - I-9 Coordinator Privileges

Privilege

UC Decision on Privilege for User

HR Type Check "Full Featured HR" box to allow user access to all features of Guardian (All UC users will be full
featured)
Admin user Do not check box to hide Administrative Toolbar from user

Can Park Incomplete I-9s

Check box to allow user to park incomplete I-9s

E-Verify access

Check box to allow user to view and process E-verify

Can enter electronic |-9s

Check box to allow user to enter electronic |-9s

Can enter archival paper I-9s

Check box to allow user to enter archival paper I-9s

Can enter new hire paper |I-9s

Check box to allow user to enter new hire paper I-9s

User is Default HR

Not applicable to UC since we are using HR Groups

Is allowed to approve I-9s

Check box to allow user to approve I-9's

Is allowed to amend 1-9s

Check box to allow user to amend [-9s

Is allowed to approve amended I-9s

Check box to allow user to approve amended |-9s

Is allowed to exempt issues

Check box to allow user to approve amended |-9s

Is a full featured expert

Location's discretion to determine which Coordinator is Full Featured Expert

Can view dashboard mini charts?

Check box to allow user to convert dashboard data into mini charts

Reports/Charts & Graphs

Recommendation to provide reports/charts & graphs privileges on a user by user basis

Reports Privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete STANDARD reports

Interactive reports privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete CUSTOMIZED reports

Charts & graphs privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete chart & graph reports

Permissions

UC Decision on Permission for User

Location Permissions

Check "View/Edit All" box if user will have access to all I-9s at your location

Check "View/Edit Restricted Locations Only" if user will have access only to 1-9s within a particular HR
Group(s) and specified locations

Group Memberships

Assign user to applicable HR Group(s) (Division or School) I-9s they should have access to at a UC location
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Guardian System User Account Set Up Reference Guide - I-9 Administrator Privileges

Privilege

UC Decision on Privilege for User

HR Type Check "Full Featured HR" box to allow user access to all features of Guardian (All UC users will be full
featured)
Admin user Check box to provide user with Administrative Toolbar access/edit rights

Can Park Incomplete I-9s

Check box to allow user to park incomplete I-9s

E-Verify access

Check box to allow user to view and process E-verify

Can enter electronic |-9s

Check box to allow user to enter electronic |-9s

Can enter archival paper I-9s

Check box to allow user to enter archival paper I-9s

Can enter new hire paper |I-9s

Check box to allow user to enter new hire paper I-9s

User is Default HR

Not applicable to UC since we are using HR Groups

Is allowed to approve I-9s

Check box to allow user to approve I-9's

Is allowed to amend 1-9s

Check box to allow user to amend [-9s

Is allowed to approve amended I-9s

Check box to allow user to approve amended |-9s

Is allowed to exempt issues

Check box to allow user to approve amended |-9s

Is a full featured expert

Do not check so user is not full featured expert

Can view dashboard mini charts?

Check box to allow user to convert dashboard data into mini charts

Reports/Charts & Graphs

Recommendation to provide reports/charts & graphs privileges on a user by user basis

Reports Privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete STANDARD reports

Interactive reports privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete CUSTOMIZED reports

Charts & graphs privilege

Check "Create/Edit/Delete" box to allow user to view, create, edit and delete chart & graph reports

Permissions

UC Decision on Permission for User

Location Permissions

Check "View/Edit All" box if user will have access to all I-9s at your location

Check "View/Edit Restricted Locations Only" if user will have access only to 1-9s within a particular HR
Group(s) and specified locations

Group Memberships

Assign user to applicable HR Group(s) (Division or School) I-9s they should have access to at a UC location
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University of California
-9 System Training

GUARDIAN [-9 SYSTEM MODIFIED TEMPLATES

Purpose:
Illustrate the custom help fields and email notifications that have been customized by the Systemwide Administrators
Audience:

Implementation Representative, I-9 Administrator, I-9 Coordinator



Guardian 1-9 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 1-9
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”)

8 Social Security #

Wour Social Security Number (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
M/&,

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

N

19 losad

Dear Siena,

Weleome to the Ugiyersity of Califernial

As you iy know, eritire Form 1-8 comgleted anc in arder to est

the United States.

UCOP ks required by fede +d by your third day of emplay

To make sure your |9 is completed by the deadline, plhe:

1to thie 119 system to complete Section 1.

Your account for the 149 system has been created as shown below,

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

1 you do nat receive thee passwerd ermai, phease dhck your spam/junk folder.
Thank Youl

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

0002102243
sent Separately]
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Guardian 1-9 System Modified Templates

Your Guardian I-9 Password Enclosed
DaMatReply @www perfectcompliance.com
t Thu LE/2015 4:23 P11
Sans Sarmanty
- WECH E-Ltail Managemess Policy - oo 1 yeas) o 1A01E

Please Note: This E-Mall was sent by Siena Sarmiento. Please da not reply to this email as this mailbox is not monitored.  To respond to this message please send an emall to
<maifta:sienasarmientoBucop.edu?subject="Re: Your Guardian I-9 Password Enclosed”>

Here is the information you requested: 226ch

Template: Instructions to Employee for completing Section 1 of the I-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

Sere. Vo LS IO AN

e

n [serueticns

s vou may e, DR i e by el i

v el i e e exablivhs o digbiliy o svork inche United Siares
o make sare i |- s complsed b the dendlive, e folloyche eps bl

T 1 o havent dome 0 slead, please accets the sedine 1 stem ing the Lk and access informaaion bebany 1 coauplete secton 1 f the 16 fors

1573 DEGIWED Lox Logis EMPSSI Teigf 003 RULYM.

2 You ill nsed 10 st s purses i 4R

1 £on UCOP by s e 121614, Yoo seloted Aget st ot o of e flloving
o Yoy

o Licessed Atomer

© Eagloyed iaHR.

o Agest e by the Univeiy

gt 4 det, plense camesc S

3 Plasepresns deiry chossaion documerts o e Lis of. 2 Seep 2o the sline procens) v the Remors b e in o presence. Pleare more
‘phoscceries e sk accestabe

3 ing h: decuments, e Remete md digially sign Setion 2 ofthe Fomn 19 by Togging o the sline .9 e

5 * IMPORTANT  Plsse peint outthe lnsruceons for the Remote Agent and ke there with y5u then you meet ich the eepreseniaive 50 that e or she hus the nevepary information and logi 111 1ccess he online ystem.
1y hrve sy quesicns neganding i process,plense ecatist Semn Sumbeneo st ce by emailat fiema sarm et ey ey a3 o 13 posble

Thisis ou fo yor procapt asitance with this matir

Siema Samirsta

teor
83 BatrisaBaley. 507 £ Miragema Pty Foen e B BASTS

Template: Employee 1-9 Completion Email (Found under Templates)

Please Note: This E-Mall was sent by christine young@ucop.edu. Please do not reply to this email as this malbox is not monftared. To respand to this message please send an
ermail to <m ¥ op.edu?subject="Re: Section 1-9 Completed: Sena Sarmiento">

Reminder Date: 01/08/201%

Date red: 01/06/2015

Expiry Date; 01/17/2015

Subject  Section 1-9 Completed: Siena Sarmienio
Empioyee: Sarméento, Signa

Description

Siena Sarmiento has completed Section 1 of their 119,

Please meet with Siena $armiento to complete Section 2.
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Guardian 1-9 System Modified Templates

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.
'l In proparatn for mm:uwnmmmmnmmmmwmnmmwmﬂmmmmmmumwmam

dacumén. (Fom AL A, O Atemativshy, 1 GG docunént Fiom Lt B ded 1 0l documant fram LIS €.
n-Hh-t-—-a-h-musmMmmH-M&nw—ymuuw@inr“_ o o d on 1 of the 1-3 form.
tor o sy bzt o g o mnmnwﬁeﬂwmmp—«wmmmmw

-dﬂv-r-—y-n-ad-n
rployor may not requre you to presen <umarti(s) from the kst, However. m Y progeam oy » photo.

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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University of California I-9
Guardian System Training

GUARDIAN SYSTEM TERMINOLOGY

Purpose:

Provide Guardian system users with definitions of system terms

Audience:

Implementation Representative, Training Lead, I-9 Administrator, |-9 Coordinator, I-9 Processor

Additional Resources:

User Creation and Maintenance



http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-user-creation-and-maintenance.pdf

Guardian

Guardian System Terminology

Translation

System Term

Amendment

This refers to electronic functionality available in
Guardian that allows users to make post- completion
corrections to 1-9 records

Amendment changes alter the electronic data and the I-9
image

I-9 Coordinators have the ability to input the
corrected data and approve amendments to
previously approved 1-9s

Section 1 amendments must be approved by the Employee

Archival Paper |-9

This is a type of I-9 record that refers to those I-
9s that have been completed entirely on the
paper form outside of Guardian for existing
employees

The paper I-9 Form information can be entered into
Guardian to create an electronic 1-9 for an existing
employee

This feature will be used for re-hires and re-verifications

Company

UC Location

Each UC location is a unique company with its own instance
in Guardian

Create a New
Employee with Login

An option in Guardian which allows the user to
create the employee profile and send a notice to the
employee to complete Section 1 prior to arriving at work

The user will enter basic employee information such as
employee name, start date and email to trigger a notice so
the employee can complete Section 1

This will create an employee profile in Guardian and the
user may reset the password or change the employee’s
email address

Create a New
Employee without
Login

An option in Guardian which allows the user to

create the employee profile without sending a notice to
the employee to complete Section 1 (This is similar to
the One Minute I-9 option)

This option may be used if the employee is onsite and
using a location computer to complete the Form 1-9

Create a New

An option in Guardian which allows the user to
create the employee profile and send a notice to the
employee to complete Section 1prior to arriving at work and

This option may be used for employees who do not
physically work on or in proximity to a UC location or hires
who are unable to complete their I-9 in person at the

Ei:nggf/(-\eg\;’g:’: complete Section 2 with remote agent (who will examine location
personal documents)
All Academic hires will be created using the option “Create
New Employee with Remote Agent”
The user at each location who receives notifications for The Default HR option is not needed since the University is
Default HR employees who have not been properly assigned to a using the HR Groups set up option

“Responsible HR”
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Guardian System Terminology

This is a type of I-9 where all information on the I-
Electronic -9 9, including electronic signature, is entered
directly into Guardian

This refers to I-9s which are completed in Guardian

Federal contractors utilize this interface to submit

FAR Queue existing employees to E-Verify

When qualifying employees are triggered for E-Verify, their employee
record is moved to the FAR queue and submitted to E-Verify

A setting in Guardian which allows for HR Users
Full Featured Expert | to send questions to the In-House Expert directly
within Guardian

An HR User may send a specific question to the Full Featured Expert
in Guardian which automatically sends a notification

Any user in Guardian (Administrator, Coordinator

HR User or I-9 Processor)

All Guardian users

A group of one or more users of the Guardian
HR Group system who share access and ownership of
employee records

An HR Group may be a division, school, business unit, or service
center at each “Company”

Location normally refers to the physical site to
which employees are assigned.

Each “Company” will have multiple locations. The selected location will
determine the process flow of the particular I-9

Location
Example: If “UCOP E-Verify’ location is selected, the approved 1-9 will
automatically be submitted to E-Verify
New Hire Paper -9 This is a type of I-9 record that refers to those These refer to [-9s which were completed on the paper form due to lack
[-9s that are completed entirely on a paper form of access to Guardian
outside of Guardian for newly hired employees
The paper I-9 form will be uploaded in Guardian to create an electronic
I-9 for an existing employee
Occupation Class Occupation class refers to a customizable Occupation Class will be used if multiple HR Groups are designated in
designation within the database that mayinclude the system
one or more values and can be used to segment
The Occupation Class will refer to the “HR Group” the employee is
associated with at each UC location
One Minute I-9 An option in Guardian to complete the I-9 in An option in Guardian which allows for the user to create a new I-9 by
person with the Employee at a location computer | going through Section 1and Section 2 while the employee is present
Park I-9 The act of locking an incomplete 1-9 record from A user may park an 1-9 when an employee record was started but not
further editing completed due to the employee not starting work at the University
If the employee record is needed in the future, the user may refer to
the parked I-9
Responsible HR This is an individual user assigned to an employee | The user (I-9 Processor) who completed the -9 process for an employee
record is the Responsible HR
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University of California
-9 System Training

I-9 PROCESSING EXAMINING EMPLOYEE DOCUMENTS

Purpose:

Provides instruction on examining employee supporting documents
Audience:

1-9 Processor

Additional Resources:

USCIS Examining Documents



http://www.uscis.gov/i-9-central/acceptable-documents/examining-documents

[-9 Processing Examining Employee Documents

Examining Documents

You must examine the documentation your employee presents to complete Section 2 of Form
I-9. You are not required to be a document expert. You must accept documents that
reasonably appear to be genuine and to relate to the person presenting them. However, if the
new employee provides a document that does not reasonably appear to be genuine and relate
to them, you must reject that document and ask for other documents that satisfy the

requirements of Form 1-9.

If Your Employee

You Should

Tips

Provides documentation that
reasonably appears to be genuine,
relates to the employee, and is on
the List of Acceptable Documents

Accept the documentation.

Provides a document that does not
reasonably appear to be genuine or
relate to the employee or is not on
the List of Acceptable Documents.

Reject the document and ask for
other document(s) that satisfy Form
I-9 requirements.

The standard is reasonableness.
You are not expected to be a
document expert.

Writes more than one last name in
Section 1, but presents a document
from the List of Acceptable
Documents that has only one of
those last names.

Ask your employee the reason for
the difference in the names. If the
document reasonably appears to be
genuine and to relate to the
individual, you may accept the
document.

Add a “case note” in the employee
record in Guardian explaining the
discrepancy.

Presents a document from the List
of Acceptable Documents in which
his or her name is spelled slightly
differently than the name he or she
wrote in Section 1.

Ask your employee the reason for
the differencein spelling. If it
reasonably appears to be genuine
and to relate to the individual, you
may accept the document.

Ask your employee to use his or her
full legal name in Section 1. Ask him
or her to do one of the following;
Correct Form I-9 and initial the
change; provide a different
document with the correct spelling;
provide you a corrected document.

Provides a documentin which the
name the employee wrote in
Section 1 is completely or
substantially different from the
name on the document.

Ask the employee the reason for the
name change.

If your employee maintains that the
name in Section 1 is his or her legal
name and you are satisfied that the
document reasonably appears to
relate to the employee, you may
accept the document.

Add a “case note” in the employee
record in Guardian explaining the
discrepancy.

If the employee voluntarily provides
proof of a name change, you should
attach a copy in the OnDocs section
of the employee record in Guardian.

Provides a document that does not
reasonably appear to be genuine
and/or to relate to the individual or
if he or she cannot present other
documents to satisfy the
requirements of Form I-9.

The employment may be terminated.

(Escalate issue to your Location I-9
Coordinator or CHRO/APD).
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I-9 Processing Examining Employee Documents

List A Documents

The documents on List A show both identity and employment authorization.
Employees presenting a List A document should not be asked to present any
other document. Some List A documents are in fact a combination of two or more
documents. In these cases, the documents presented together count as one List A
document.

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

uﬁa\

PLUSATRAVELER:
3400072370USA6707046F 1608078910000193<113538
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http://www.uscis.gov/node/41695#Employee

I-9 Processing Examining Employee Documents

Permanent Resident Card or Alien Registration Receipt Card (Form 1-551)

Card Expires:
Ruidenl SInco

i, 00000001 IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

SPECIMEN,

TESTV

DOBAL1020  EXP-0S/21/07
V. Spedmetv  CARD# SRC0000000001

At 000000001

Iffound, dropin any US Mailbox. USPS:MaitoUSCIS, PO Box 82521, Lincoln NE 850t 2521

C1US20000000011SRrC0000000001<<
2001012F0708214UTP<<LLLLLLLLLb
SPECIMENK<TEST<KVOID<LLLLLLLKLLK
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I-9 Processing Examining Employee Documents

Foreign passport that contains a temporary 1-551stamp or temporary 1-551 printed
notation on a machine-readable immigrant visa (MRIV) [Note that this document is
subject to reverification]

IMMIGRANT VISA
IV Case Number
LND200416000201

Surname Regisuation Number

TRAVELER 00000473

Gven Name IV C.tegory

F IRL
i al Birthplace Nationalny ~ MaritalSmus
OSFB®ES R oReR WAR
IV Issue Deto 1V El<ponoo On
24J0N2004 23DEC2004
00000000

1010} EIQJISEIENT SERVES AS lil'WRY 1-551 EVIDEI(lic; PERIWENT RESIDEIE FOI 1 Wit
VIUSATRAVELER<K<HAPPYPERSON<<K KL LLLLLLLLLLLLLKL

555123ABC6GBR6502056F0412236IFLNDOOAMS803085
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http://www.uscis.gov/node/41412

I-9 Processing Examining Employee Documents

Employment Authorization Document (Card) that contains a photograph (Form I- 766)

1AUSA0000007733SRC0000000773<<
2001012M1105108E THLKKL<LLLLL<h
SPECIMENCSTESTSVOIDLLLLLLLLLK

\—
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I-9 Processing Examining Employee Documents

Foreign passport with Form 1-94 or Form 1-94A, Arrival/Departure Report bearing the same
name as the passport and containing an endorsement of the alien’s nonimmigrant status
that authorizes such alien to work for a specific employer incident to this status.

This document may only be used if the period of endorsement has not yet expired and the
proposed employment does not conflict with any restrictions or limitations listed on Form |-
94 or I-94A, Arrival/Departure Report. Note: Some individuals who present this List A
document, such as certain nonimmigrant students and exchange visitors, must also
present additional documentation in order to prove their work authorization in the

United States.

In April 2013, Form 1-94 was automated at airports and seaports. CBP no longer
automatically provides travelers with a paper copy of Form 1-94. Travelers may access
Form 1-94 information through the CBP website or may request a paper Form 1-94
during the inspection process
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http://www.cbp.gov/travel/international-visitors/i-94-instructions

I-9 Processing Examining Employee Documents

Departure NulTOgr

81310bb3b 11

Department of
Homeland Security

CBP I-94A (11/04)
Departure Record

Country of Ciizenship

PAKISTAN
20041122 US-VISIT 20050207 MULTIPLE

See Other Side STAPLE HERE

d Border Prot
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[-9 Processing Examining Employee Documents

Additional Documentation Requirements

Some individuals who present a LIstADocuments, such as certain nonimmigrant students
and exchange visitors, must also present additional documentation in order to prove their
work authorization in the United States.

Foreign Students in F-1 Nonimmigrant Status Participating in Curricular Practical
Training

Curricular practical training allows students to accept paid alternative work/study, internships,
cooperative education or any other type of required internship or practicum that employers
offer through cooperative agreements with the student’s school. The training must be related
to the student’s field of study. A student may begin curricular practical training after the
Designated School Official has completed the Form I-20, Certificate of Eligibility for F-1 Students
Status endorsement page. The DSO-endorsed Form |-20, Certificate of Eligibility for F-1
Students Status together with the student’s Form 1-94/94A indicating F-1 nonimmigrant status
is evidence of employment authorization.

For Forml-9 purposes, the combination of the following documents is considered a List A
document, evidencing both identity and employment authorization:

The student’s unexpired foreign passport

Form |-20 with the Designated School Official’s endorsement for employment on page 3
A valid Form 1-94 or I-94A, Arrival/Departure Report indicating F-1 nonimmigrant status

Online I-9/E-Verify System Tools and Resources


http://www.uscis.gov/node/41814
http://www.uscis.gov/node/41695#UnitedStates
http://www.uscis.gov/node/41230

I-9 Processing Examining Employee Documents

Attactunent A
partment of Justice Certificate of Eligibility for Nonimmigrant (F-1) Student
i i i d (0} nd Lang e den

U.S. De
g

Please read lastn.ctioas on Page 2

stbool SEVIS
- X —
ioily Name (surname): For Immlgrollon Offidol Use Student'sCopy
I
irst (given) Name: iddle Name:
auntry of hirth: Date of hirth (molday/year):
. e
i®t'ii
ountry of citi i dmission number:

froot{sehoot-dtstricty-mame:

[School Official tobe notified of student'sarrival in U.S. (Name ond Title):
Visa IssaiDc pool Dole Viso luatd

School address(inciude zipcode):

School code including 3-digit suffix, if any) and approval date: Reinstated.extension cranted to:
approved on

3 Thiscertificate is issued to thestudent named above for:

4 Level of education the student is pursuing or will pursue in the United States:

S. The student named above has been accepted for a full course of study at this

1t Tarmes 8. This school has information showing the following as the student's
school, majoring in

Thestudent is expeed.,.. 0 1 ¢ po-rtto-th-esc 01024t than — — — — — — mgﬁ?ﬁ:{s:ﬁ':ﬁ:;:ﬁ;ﬂiﬁ%sg?%ﬁﬁ%ﬁ’;:3;?1[?;] :tjerfn?)
and complete studies not later than . The normal length of a.  Student's personal funds $
studyis_____ months. b.  Funds from thisschool $_ 000 == ==
. . Specify type: T
6. English proficiency: c. Funds fromanother source | —
Specify type:
- $
7. Thisschool estimates the student's average costs for an academic term of d- Omcampus emggt)ginem $
_ (upto12)monthstobe:
a. Tuitionand fees S g Remark§—m — — —— — — — — —
b.  Livingexpenses
c.  Expensesof dependents §_ T
d.  Other (specify): $
Total $
$ 3
T

S

. School Certification: | certify under penalty of peljury thatall information provided above in items | through 9 was completed before | signed this form
and is trueand correct; I executed this form in the United States after review and evaluation in the United States by me or other officials of the school of
the student's application, transcripts, or other records of courses taken and proof of financial responsibility, which were received at the schoal prior to the
execution of this form; the school has determined that the above named student's qualifications meet all standards for admission to the school; the student
will be required to pursuea full course of.study as defined by 8 CFR 214.2(1)(6); | am a designated official of the above named school and am authorized
to issue this form.

Name of School OTTicHal Signature of Designated School OTFicTal Title Date Issued Place Tssued (City and state)

B 1. Student Certification: I have read and agreed to comply with the terms and conditions of my admission and those of any extension of stay as specified on
page 2. B certify that all information provided on this form refers specifically to me and is true and correct to the best of my knowledge. B certify that I
seek to enter or remain in the United States temporarily,and solely for the purpose of pursuinga full course of study at the school named on page 1of this
form. | ako authorize the named school to release any information from my records which is needed by the INS pursuant to 8 CFR 214.3(g) to determine
my nonimmigrant status.

Name of Student Slgnafure of Student Date
Name of parent or guardian Signature of parent or guardian Address (city) (State or Province) (Country) (Date)

Ifstudentunder 18

For Oflklal Use Only
Form1-20 A-B (Rev.04-27-8$N terofilm Index Number
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Departure Number OMB No. 1651-0111

000000000 0O

1-94
Departure Record

14. Family Name

SITUIDIEINIT) | | | | | | [

15. First (Given) Name 16. Birth Date (Day/Mo/Yr)

IIMA) | 0 3 1011111 401170511710

17. Country of Citizenship

ANY| |COUNITIRIY| | | | | 1 | | 1|
____________________________________________ CBP Form [-94 (10/04)

See Other Side STAPLE HERE

The employer should record the foreign passport and 1-94 numbers in Section 2 under List A
of Form I-9. Write the SEVIS number and the program expiration date from Form I-20 in the
margin of Form |-9 near Section 2.

J-1 Exchange Visitors

The exchange visitor (J) may work legally in the United States if the work is part of his or her
approved program (e.g., J-1 teachers, professors, summer camp counselors, summer work
travel, au pairs) or if he or she receives permission to work from the official program
sponsor (e.g., J-1 students).

The J-1 exchange visitor receives several documents in connection with their program. For
Form I-9 purposes, the combination of the following documents is considered a List A
document, evidencing both identity and employment authorization:

The exchange visitor’s unexpired foreign passport

Form DS-2019 (J-1 exchange visitors cannot work after the program end date on this
form.)

A valid Form I-94 or 1-94A indicating J-1 nonimmigrant status

A letter or other documentation from the Responsible Officer in the case of a J-1
nonimmigrant student.

Online I-9/E-Verify System Tools and Resources
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U.S. Department of State

CERTIFICATE OF ELIGIBILITY FOR EXCHANGE VISITOR(J-) STATUS

OMB APPROVALNO 1405-0119
EXPIRES02-28:2005
EST ATED BURDEN TIME:45 min

«Sec ragc2
T Fo miy Namt: Tt Namt: iddie Name: Gtnatr
Jones Mary Q FEMALE N0000010676
Date of Birth {mm-dd->m) City of Birth: Country of Birth: Citiltnship Country Codt: Citiunship Country:
12-12-1970 Berlin GERMANY GM GERMANY

J-1

Ugal Permanent Ruidentt Counlry Cale
M

Position Code:
114

1Agal PHmantnt Ruidtnno Country:
GERMANY

Position

CIVIL SERVICE EMPLOYEE IN CENTRAL

US.Addrns: 1234 Main Street
Alexandria, VA 22312

GOVERNMENT

7 Program Sponsor
Pig Farming Institute

Exchinge Visitor Progam /1umbu:
P-3-10244

barddpating Program Offidal Ottcription:
PROFESSOR; SHORT-TERM SCHOLAR; TEACHER

Purpostofths form:  Replace a DS-2019 form (Damaged)

3 Form Covtrs Ptriod. [~ ExchangtVisitor Cattgory -
TEACHER

From (mm-dd-yyyy): 12-01-2002

Subjictiritid Code Description =

Subjeci/fitidCode:
2.010: Literacy and Communication

To  (nmddyyy): 12-31-2003

Skills

5. During the pericd covert(!b) this form. (e total Ltimated financial fupport(il ULS'S) 510 be proL-idtd to INt uchange wtitor by:
CUrrent Prodr— Sponaor tunda : $777.00
DBPARTKENT OF BDUCATION : $2,800.00

Y PUND : $3,322.00

6.U.S.DEPARTMENTOF STATE/INS USE OR CERTI F CATION BY
RESPONSIBLE OFFC ER TIIATA NOTIFCATIONCOPY OFTUS
FORMHAS BEEN PROVIDED TO TilE U.SDEPART/IEJIT Or STATE
(INCLU DE DATE).

7.Emily Green

3500 Branch Ave
Atlanta, GA 20001

N:tme of Offical Prcp3ring Form

Responsible Officer
Title

234-343-3533

‘Address of Responsible Officer or Altamuc Responsible Officer

Telephone Number

12-09-2002

Signature of Responsible OFfl er or Alternate Responsible Officer

Date (mm-dd-yyyy)

8. Statement of Ruponsible Officer (or RtlusingSponsor(FOR TRANSFER OF PROGRAM)
EAT tive date(mm-dd-yyyy): . Transter of this exchange visitor from prog11im number
item 2 is neessary or

r e
with the: objectives of the Mutull Educ3tionaland Cultutlll E.:ccbnge Act of 1961, asamended.

onsored by

Signature of Responsible Officer or Alternale ResponsibleOFficer

Date(mm-dd-yyyy)of Signatire

PRE . MNARY ENDORSEMENT Or CONSULAR OR MMIGRATIONOFFICERREGARDING SECTICN 212(t) OF THE
11MI GRATION AND NATIGNALITY ACT AND P194-484AS AMENDED (s ite=I(a) of page 1)

The Exchange Visitor in thebowve prognim:
I Notsubj €€ the two-year residence requi mont
(ALL USAID PARTICIPANTS G-10161 AND ALL ALIEN

PHYSICIANS SPONSORED BY P-J-45/0 ARE SUBJECT TO
TIE TWO- YEAR 110ME RESIDENCE REQUIREME/'07)

O subjecttormo-yurresiconcerequirementbascdon
e} Govemment fiMncing andlor
8. O Thehange vistor Siils List asior

c. D prossssss amondas

Neme

Signature of Consular or Immigration Officer O

TilE U.S DEPARTMENT o r STATE RESERVES TUE RIGIIT TO MAKE F NAL DETERMINATON REGARD NG 22 (3

TRAVEL VAL IDATION BY RESPONSIBLE OFFICER
(Ma.timum Wilidation Jnrlod i) or”)

*EXCEPT: Maximum validation period isup tosi_months for Shon-ttfm
Sefolars and four months for Camp Counselors and Summer *1rfIlAVWork.

(1) Exchange Visitor s in Jood standing I e present time

Date (n™ ad-yyyy)

Sin 111 T of Responsible Officer or Alternate Responsble Officer
(2) Exchronge Visitor is ingood star ing at the present ime

Date {mm-dti-yyyy)

Signature of Responsible Officer OF Alterate Respansible Officer

EXCH ANGE VISITOR CERTIFICATION: | have read and agree with the satement O item 2 on page 2of thisdocument.

Place

Date (mm-dd- yyyy)

052019 (fooncrly 1AP-66)
1G-2001

Page 1of 2

The employer should record the foreign passport and 1-94 numbers in Section 2 under List
A of Form 1-9. Write the SEVIS number and the program expiration date from Form DS-
2019in the margin of Form 1-9 near Section 2. ForJ-1 nonimmigrant students, also note
the documentation from the Responsible Officer in the margin near Section 2.
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List B Documents

The documents on List B show identity only. Employees who choose to present
a List B document must also present a document from ListC for Section 2.
Employees may present one of the following unexpired List B documents:

Driver’s license or identification (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

VA, USA

Virginia DRIVER'S LICENSE

C:mnn identifier

T16700185

Adlpess,
17 FIRST STREET
STAUNTON, VA 24401
""'0.,
Sex Class Dute of birth n
o] NONE  07/15/1958 4t A

" Eyes Endorsements. Its ORI
BRO NONE 08/14/2009

W Orgun Doser Height Restrictions

DD ASD456789 6FT 3IN NONE Ofll 5/2016 ’ Gy

ID card issued by federal, state or local government agencies or entities, provided it contains a
photograph or information such as name, date of birth, gender, height, eye color and address

%mmw IDENTIFICATION CARD _

Customer identifier

o T16700342 g
.Z g Name &
% BANISTER =
74 ~ GLENDA, REILLY g
:} 1 =
5 B s -
= ' 4050 VALLEY PIKE g
Al WINCHESTER, VA 22602 =
< u.,, 8
3 " o, e
o Sex Date of birth &
# F 02/32/1931 AU
Eyes Tis ORI 2 3
BLU 05/14/2009 <
v Hel Ex e =
Db ASDuBSTE ST SI 0312912016 PN, .. 2
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List C Documents

The documents in List C show employment authorization only. Employees who choose

to present a List C document must also provide a document from List B for Section 2.

Employees may present one of the following unexpired List C documents: U.S. Social
Security account number card that is unrestricted. A card that includes any of the
following restrictive wording is not an acceptable List C document:

NOT VALID FOR EMPLOYMENT
VALID FOR WORK ONLY WITH INS AUTHORIZATION
VALID FOR WORK ONLY WITH DHS AUTHORIZATION

) %

3

AT
Kt 5
Aol

MENT O o
ART AR e
QVICE OF THE UNITED STATES o p

- AMER,

@ertification of Birth Abroad

of a Citizen of the United States of America

RO

¢z

AT

S aTRS

Y

LA NS DY
-‘l‘. 3 N N 53
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Certification of Report of Birth issued by the U.S. Department of State (Form DS- 1350)

159 101813
CNTD STATES OF ANENICA
- * ) DEPANTMENT OF STATR
g ,_,5 Certification of Report of Birth

of a United States Citizen

This is o certify that the birth of 1MA SANFLE e
borm s DESOLATION HONIORIA

on APRIL 1, 1996 o mgntered With the Comlar Service of the Usited Sttes snd #
Consular Report of Bisth was fsued at  D1SHKEX, KYRGYZSTAN
on SEPTEMRER 10, 1996 =
Fodher PARENTS Mother
DADDY SAMPLE MOMMY SANPLE
Dt of B APRIL 1, 1970 Duse of Warth APRIL 1, 1978
CONDOLKEIZA RICEK
e

[P —

OCTOBER 27, 2008
(™5

Original or certified copy of a birth certificate issued by a state, county, municipal authority or
outlying possession of the United States bearing an official seal

Online I-9/E-Verify System Tools and Resources
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Native American tribal document
U.S. Citizen ID Card (Form 1-197)

. Form 1-197 (Rev. 8-1-61)
~ UNITED STATES
Dznnm:m’ OF Jusﬂcg

IDENTIFYING THE HOLD-
ER TO A 0. IMMIGRATION OFFICER .
y ATAPOR!‘OF Y2 R R

0 ", SIGNATURE OF HOLDER G 15—A9817-3 _ GPO

Identification Card for Use of Resident Citizen in the United States (Form 1-179)

Online I-9/E-Verify System Tools and Resources
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Receipts

Sometimes, your employee will present a "receipt" in lieu of a List A, List B, or List C
document. An acceptable receipt is valid for a short period of time for completion of
Section 2 or Section 3 (re-verification) of Form I-9.

There are only three types of acceptable receipts:

A receipt showing that your employee has applied to replace a document that was
lost, stolen or damaged.

Your employee may present a receipt for the application for the replacement of any
List A, List B, or List C document. This receipt is valid for

90 days. When it expires, the employee must show you the replacement

document for which the receipt was given.

The arrival portion of Form 1-94/1-94A with a temporary I-551 stamp and a
photograph of the individual.

A lawful permanent resident may present this List A receipt instead of showing their
Permanent Resident Card (Form |-551) to show evidence of both identity and
employment authorization. This receipt is valid until the expiration date on the stamp,
or one year after the issuance date if the stamp does not contain an expiration date.
When it expires, your employee must show you their Permanent Resident Card (Form I-
551).

Departure portion of Form 1-94/1-94A with a refugee admission stamp

A refugee may present this List A receipt to show evidence of both identity and
employment authorization. This receipt is valid for 90 days. When the receipt expires,
your employee must show the employer either an Employment Authorization Document
(Form I-766) or a combination of a List B document and an unrestricted Social Security
card.

When your employee provides an acceptable receipt, you should:
Record the document title in Section 2 under List A, List B or List C, as applicable.

Write the word “receipt,” the document title and number and the last day
that the receipt is valid.

Online I-9/E-Verify System Tools and Resources
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I-9 Processing Examining Employee Documents

After the receipt expires, you should:

Cross out the word “receipt” and any accompanying document number.
Record the number and other required document information from the actual
document presented.

Initial and date the change.

You cannot accept a receipt for the application for an initial or renewal employment
authorization but can accept a receipt for the application for replacement of a lost, stolen or
damaged employment authorization document. You cannot accept receipts if employment
will last less than three days.

Online I-9/E-Verify System Tools and Resources
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Citizenship Status/Document Matrix

A NONCITIZEN A LAWFUL AN ALIEN
A CITIZEN NATIONAL PERMANENT AUTHORIZED
DOCUMENT TYPE OF THEU.S. OFTHE U.S. RESIDENT TO WORK

U.S. Passport or Passport Card [ ) [ ]

Permanent Resident Card or Alien Registration P
Receipt Card (Form I-551)

Foreign passport with temporary I-551 stamp ®
or printed notation on a MRIV

Employment Authorization Document
(Form 1-766)

Foreign passport with Arrival/Departure Record
(Form 1-94)

LIST A

Passport from the Federated States of Micronesia or the
Republic of the Marshall Islands with Form |-94 or Form |-94A

Driver’s License or ID card issued by a
U.S. state or outlying possession

ID card issued by a U.S. federal, state or local
government agency

School ID card

Voter registration card

U.S. military card or draft record
Military dependent’s ID card

U.S. Coast Guard Merchant Mariner Card

LIST B

Native American tribal document

Driver’s license issued by a Canadian
government authority

School record or report card (under age 18)
Clinic, doctor or hospital record (under age 18)
Day-care or nursery school record (under age 18)

Social Security Card ™

Certification of Birth Abroad (Form FS-545)
Certification of Report of Birth (Form DS-1350)
U.S. birth certificate (original or certified copy)
Native American tribal document

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

ID Card for Use of Resident Citizen in the
United States (Form 1-179)

Employment authorization document issued
by the U.S. Department of Homeland Security

LIST C
®© © 000000000 0000000 0 o
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University of California
I-9 System Training

ONLINE TRAININGS - AVAILABLE ON THE LMS

1-9 Processor Essentials Training:

This course provides an introduction to the role of the I-9 Processor at the University of California. It demonstrates how to begin using the Guardian system
to process the Form 1-9 in addition to introducing E-Verify basics. Learners are also provided with tools and resources needed to support them in their role.

Audience:
Required for all I-9 Processors prior to receiving access to the Guardian system
I1-9 Administrator/Coordinator Essentials Training

This course provides an introduction to the roles of the 1-9 Coordinator and the I-9 Administrator at the University of California. It demonstrates how to

begin using the Guardian system to monitor I-9 compliance as well as manage users and settings within Guardian. Learners are also provided with tools
and resources needed to support them in their role.

Audience:
Required for all I-9 Administrators and Coordinators
E-Verify Using Guardian:

E —Verify is an internet-based system to verify employment eligibility based on information provided by an employee’s Form 1-9. As a federal contractor, UC

must use E-Verify to verify employees whose positions are assigned to a contract/subcontract containing the FAR E-Verify clause. This video
demonstrates how to use Guardian to process E-Verify.

Audience:

Recommended for all I-9 Processors who use E-Verify



University of California
-9 System Training

ADDITIONAL TUTORIALS

H-1B Portability:

This tutorial walks through processing an I-9 in the case of H-1B portability which is a provision that allows non-immigrant workers who are in H-1B status and already working
for an approved H-1B employer to change employers (port) and actively start work for a new H-1B employer as soon as an |-129 Change of Employer (“COE”) Petition is filed
with USCIS.

H1-B Portability
Amendments:

This tutorial walks through the process of amending or making corrections to a completed and approved I-9. Amendments to I-9's should be handled at the I-9 Coordinator
level.

-9 Amendments & Exemptions: General Amendment Usage
Purging 1-9’s:
This tutorial walks through the process of purging eligible I-9s. The University follows the 3 to 1 year purging rule. The purging of I-9s is done by the I-9 Administrator.

Purging 1-9's

Resetting Passwords:

This tutorial walks though the options for resetting user passwords.

Resetting passwords

Non E-Verify to E-Verify for Existing Employees:

This tutorial walks through the process of submitting an existing employee to E-Verify in the guardian system.

Non E-Verify to E-Verify

Additional quick guides, tools and resources are available on the |-9 website and the “Tutorials” section of the Guardian system


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-h1b-portability.pdf
http://uploads.lawlogix.com/Training_I9/AmendmentsAndExemptions_Amendment_Approval.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-purging-employees.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-resetting-passwords.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-no-everify-to-everify-processing.pdf

University of California
-9 System Training

ACADEMIC INFORMATION

Academic Year Retroactive Appointment System Walkthrough and Checklist:

This tutorial walks through processing an 1-9 in the case of an Academic Year Retroactive Appointment.

Academic Year System Walkthrough

Checklist
Draft Language for Remote Agent Instructions:

Provides draft language to customize remote agent instructions (email received by the remote agent)

Remote Agent Instructions

Additional quick guides, tools and resources are available on the I-9 website (hyperlink) and the “Tutorials” section of the Guardian system


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-academic-year-retroactive-appointment-system-walkthrough.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-academic-year-retroactive-appointment-checklist.pdf
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-remote-agent-instructions-template.pdf

SYSTEM WALKTHROUGH
LAWLOGIX GUARDIAN SYSTEM
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-9 GUIDANCE FROM OFFICE OF GENERAL COUNSEL
NEW EMPLOYEE ONBOARDING AND THE

TIMING OF COMPLETION OF FORM 1I-9



UNIVERSITY
OF
CALIFORNIA

1-9 Guidance from Office of General Counsel
1. The I-9 completion “hire” date is triggered by pay or work.

2. For example, when the University appoints a new employee
on July 1, but that employee does not perform any work for
the University during July, and is not paid until August 1,
Form I-9 must be completed within three days of August 1.

3. In contrast, when the University appoints a new employee
on July 1, and that employee performs work for the
University beginning July 1, the I-9 must be completed
within three days of July 1.



UNIVERSITY
OF |
CALIFORNIA

-9 Guidance from Office of General Counsel

4. The I-9 completion date cannot be backdated.



UNIVERSITY

CALIFORNIA

Related APM Policies

e Per APM

e On an exception basis and with suitable justification, the
Chancellor, Vice President—Agriculture and Natural
Resources and Provost and Executive Vice President—
Academic Affairs may approve appointments,
reappointments, merit increases, and promotions within
the authorization granted in APM - 200-24-a
retroactively (that is, with the beginning date of
service prior to the actual approval), subject to the
condition that a new appointee must have completed and
subscribed to the State Oath of Allegiance on or before
the beginning date of service under the terms of
appointment.

5


http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-200.pdf

UNIVERSITY

CALIFORNIA

Related APM Policies

 Per APM

« An academic-year appointment is also known as a nine-month
appointment and refers to the period in which an academic
appointee renders services, i.e., the academic year, from the
beginning of the fall term through the end of the spring term,
Including periods of intersession. Appointees to certain titles
may also be appointed to, and render service for, a portion of
an academic year, I.e., one semester (paid on a 1/10 basis),
one guarter (paid on a 1/9 basis), or two quarters (also paid on
a 1/9 basis). Academic-year appointees that render service
during the entire academic year, i.e., nine ten months, do
not render service during the summer period but may
receive their annual salary in twelve equal installments
throughout the calendar year.


http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-600.pdf

UNIVERSITY
OF
CALIFORNIA

Example Scenario

» An AY faculty new hire, Christina Professor, has an appointment review approved
by the Chancellor on  August 5, 2014.

« Christina Professor is sent an appointment letter on  August 10, 2014 with an
effective start date of

« She signed and returned her appointment letter on August 12, 2014.

« The Campus Organization I-9 processor begins processing Christina Professor’s I-
9 on August 15, 2014.

« Christina Professor’s first pay date is September 1, 2014.

« Christina Professor’s service begin date is September 29, 2014,
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SCREENSHOT WALKTROUGH
IN GUARDIAN SYSTEM
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Roles

* I-9 Processor’s Role

— Create New Employee

— Customize Remote Employee/Remote Agent Emails
Remote Employee’s Role

— Complete 1-9 Section 1

— Prints Remote Agent Instructions
Remote Agent’s Role

— Prepares and Completes 1-9 Section 2

— Sends documents to HR contact

-9 Processor’s Role

— Adds supporting documents to System

— Approves I-9

-9 Coordinator’s/Administrator’s Role

— Reviews I-9 and supporting documents
— Marks I-9 as “Exempt”




UNIVERSITY
CALIFORNIA

-9 PROCESSOR ROLE
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GUARDIAN LOGIN SCREEN

| (25 Hew 1oy | Guardian - Login | — - = i A

| UCPatnLinks® | UCRUsis = | Professicnsl Developm_ » | CoCSites™ | APRecnit™ | ACAPER= | efile ™ | <2 Acageenic Personnel Home & | Acasemic Personnel Man_ 1] AP Reenn - Home & Conflict of Commitment a.
ﬁ‘
“Lawlogix

Welcome, please log in

X Find: | swandan Prenous  Next ,T();v.»oﬂs e

Username [ |

Password Password

1 forgot my password

For the latest news on I-9 and E-Verify, visit the LawLogix Blog
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1. Select Create New Employee.

- -y > — -5

| g\ https://dweb.perfectcompliance.com/4DCGI/Web_Access/k7u49554x2gvayv585532dmagalgzriu ,0 ~ @ LawLogix Group, Inc. [US] o ‘ {a ¢ E(Un}
Leaves - LeaveView ‘ E Search Results | UCOP ‘ ﬂ\ nsf.gov - National Sci... ‘ % | HR User | uc\ UCR Enterprise Direct... ‘ j academicpersonnel.u... ‘ g FAQs about new UC h.‘Mlty Recruitment A‘ @, iTeam Meeting Notes @ UCR Newsroom: Jan S‘ ‘
File Edit View Favorites Tools Help
= UCPath Links v UCRLinks * | Professional Developm.. ¥ CoC Sitesv | AP Recruit ACAPER + eFile » 1tR| Academic Personnel Home :?J Academic Personnel Man... AP Recruit™>Hgme éﬂ Conflict of Commitment a... ”
X Find: | swanson | Previous Next Options ~ |

UCOP: Toney, Antonette

Gardian & HR U Group Refresh Al pe of 1-9: Current | Imported
19 and E-verity n:a? aS oa r V\ ‘Select from I[sl”SeIe(t Location| Create New Employee
Compliance System
b Top Pending I-95 Top Pending Re-Verifications
Y
HMinute]-Q Date -9 employes Name Section 1 Section 2 Datz 1-9 Employes Name Expiration Date Days Left
Created Deadiine Deadiine Created
{@ Dashboard @E 10132014 Davis, David M. 04f01/2014  04/04/2014 A| @ 1001572015 professor, amma 12/01/2014 3
[ @E 10/172014  Undefined, 07/0/2014  07/07/2014 @  10/142014  Gentik, Kim 12/01/2015 104
y Info
@E 10/132014  Undefined, 07012014 07/07/2014 @ 10172015 Ruis, Veronicalica 01/01/2016 435
g Pl @E 10082014 Gibbons, Sam 07/01/2014  07/07/2014 @  10/08/2014  Pan, Peter 05/15/2020 2062
\Ej Tasks @E 10/032014  HenriEmployes, Antonette  07/01/2014  07/07/2014
@E 10082014 Undefined, o7/0/2014  07/07/2014
J 1-9 Forms. D
@E 10/032014  Undefined, 07012014 07/07/2014
= B
o I9instructions | | @e 82014 Undefined, o7/0/2014  07/07/2014
I3} reports @E 10/15/20014  Undefined, 08/11/2014 08142014
E 09052014  Smith, S 09/05/2014  09/10/2014
O Charts & Graphs ° i S 25 iy
= @E 03/292014  Lester, Jon 03f23/2014  10/02/2014
@] Anmouncements @F 10/152014  Undefined, 10012014 10/06/2014
Calendar @t /012004 Mack John 1001/2004  10/08/2014
o/24/2014 5
Ly @F 03292004 Test, Amy 10/02/2014  10/07/2014
@ o014 Sogard, Eric 10052004 10/08/2014
Logout
@ = @E 10/032014  Undefined, 10/07/2014  10/10/2014

@E 10/08/2004  Wayne, Bruc 10/08/201  10/14/2014
@E 10/08/2014  Undefined, 10/09/2014  10/15/2014
@E 10/04/2004  Dos, ATTestlser 1010201 10/16/2014
@E 10/08/2014  Undefined, 10/10/2014  10/16/2014

@E 10082004 Toney Employss, Antonette  10/10/2014  10/16/2014

@E 10/08/2014  Undefined, 10/15/2014  10/20/2014
@E 10/08/2014  May, Dora 10/15/2014  10/20/2014
@E 10/16/2014  Undsfined, 10/17/2014  10/22/2014
@E 10162014 Culbertson, Brian 10/17/2004  10/22/2014 v

([ McAfee SECURE™
TESTED DAILY 23-00T

3apM | |

* 1072372014
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2. Select Create Employee created W/O SSN.

e R —

/

m Ei:l Ml.pt.""d'ﬂ!:l pﬂmﬂmmw[:-:ﬁb‘-‘.ea ll-l:-tm,l?.?l.ﬂ'ﬁ-:l 2 e SEY i MNdrmansige Ty
[ﬂu: Leaveliew _fhnhl‘uﬁimi &) rsr.gw Hm..il:iu_ & | HF Liser > i:r__;l:l'l.'_Fl l:l'iu-n_. sl -Iﬂdtm-tm-u-. =] Fﬁ-qubﬂllfllllih-
F.It Edit View Favonies Tools Help
¥ | UCPath Links = | UCELeks = | Professioegd Developm. ™ | CoC hites™ | APRefnpl™ | EE=* | gfilew B fcaidemic Perionne] Home 28 | Acaoemic Personnd
£ Find: | favdrdon Pressiciis et |‘_.III Optipng -
uardian
L By
___3"""‘""‘" @ Create New Employee
. S :
?'IMfug[d—g |
# Diaahbnang Croate Naw Dmployas
E, by Il Eoria! Seoeby He |
ﬂ, Emgplisee
Cv) T
h . | Samch || Canged |
J 1-% Fofrm
i emtrections
s 0 1o el me e A Barw
3 roports S s s
@) owrts b Graphs Creats Empinyos wis Socal Secunty Ko
# e el

M caleedar
j’ Tistorias
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I-9 Processor Role
3. Complete Create New Employee Form.
4. Select Create Employee with Remote Agent.

&
m 9' hp#.r.ﬂav.mnsfemm‘q.immn_\fiDCE.‘.ﬂs\.‘e&_ﬁum-m-u:'-*L-ﬂnrranmuvnf?!ngxum‘\wsjﬁma_s-n.-:-,O - _ﬂ Lawlogs Group, e,
File Edit View Fawories Tool Help
X Ecomert = Mselea
J ACAPER~ | APRecnsi~ | APOLinks~= | AT= | ColShes~ | efile~ | Profesional

= | = Form 94 UCnes lq:ﬁﬁmﬂ-!lm

51 O &) HRUser

weiopm. + | UCPathlinks = | UCRlivis~ | UCOPLinks~ B Suggested Soes = &8 Web Slice Gallery =

i

L@) Create New Employee

| — Mew Employes Valees

fMinure |-G Sadial Sacurlty Numbr | ek Ghven Locatibn Namg | Academic Ne E-very - 0
-

Dbl TP e ] QoouDy Class Caneral- UCOP L]
Q“ iz | Hiddle Hams Prademgd Languags | Erglith
2 Emgloress
et ! Last hama | Professor
e

St Date T2t
A 15 e
Employes 10

EMall | mynetDE S plodal nel

o | CremeEmpopeemmiogn | Create a new emplayie that can kegin, dod notfy Emplayee via E-Mail
1 Catenciar | Create Empioyee winout Logsn | Creat & e SMployes that has n kg privileges
# Fuecatala Create Employes with Remaole Agent Create a mew emgleyes and [0 setup Tor Ramste Hire with a Remsste Agent
@mm- . | cancat £ not create employes now
s |
,:m:ngmmm I 100 * |
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5. Enter Remote Hire/Remote Agent Settings.

G _'{"‘I §l et idwed MTM'QDCI;L%'N_Mquh‘}’p'mIr.:\:n'r?rdm.'?li.il_:ﬂi.".n "'\'li.ﬂ-_"ﬁ.m'{i Y p - i mmhm GJ | HE D b :_ Form B3 { UCnet g:mm 1-8:] UCnet

b

File Edit WView Favonaes Tools Help
¥ ®omert v MSelea

b ACAPER~

APRecret= | APOLnks~ | AT~ | {ofties= | efile~ | Professionsd Developm « (| UCPathlinks~ | UfRLnks > | UCOP Links = IR Sugoested Sdes = &8 Web Slice Gallery =

Giiardian
ey
&
Antiouic}-9
-
By we
B, rosen
) reas
o 5T
-'_ BT
) Beporin
() cans b Grpes
g sercurcomeen:
ﬂ LT
oF Tueus
O

=
g Remaote Hire/Remaote Agent Settings
Enstractions
Sltinng g0 the Rewale Wi/ Bemote AQenl is & (W0 H0D Preores.
In step 1. sebect the contact HR from She pogup menu,
The Remote Hire B8 Contact ks simply the company HR. that will be indicated as Ehe contadt person for either the emploves o Remote Agent hould any questions come up.
In stap 2, the instrumions. for the Employes and the Remole Agent should be crested. During Chis precess, you will have the opEormusity 1o customize the Selict dorumsents, and optionally print o &-msl the Socumsnts [ tha Frgdoyes.
Employes Inlormation
(L Professor, Christins
L Academbc Mo E-verily
e s OF foi F2004
Rexponsible Parties
Ploais Assipn Phe Ramols Kire WP confact frowm Dhe popus below.
‘ ’ L Trejo, Ana
Barmgty by i T | rr on <ot 2w bt e 250 gzt ey s e o e
D
Mease Create [ FAT the Dacuments fav tive Bemode Apent Eirnalkoripine
oy oo Leain
d iy bidiiary bt bom
A=weres Frremen B Egag s Ml Lisgin
Lipdate irfn G B Crnaing Humotp Hee Poogem
w
o -
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6. Edit Remote Hire Employee Email Instructions (and

the Remote Agent Instructions).

a. Change Completion date to a date per OGC Guidance (i.e.
completion date within three days of work or pay). 1%t
paydate in the example is September 1, 2014.

b. Add additional narrative to explain why the I-9 completion
due date for Christina Professor (an AY Faculty member) is
later than the system displayed due date.

7. Send Email to the Remote Hire Employee.
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e Steps 6 & 7

OE siioicipen

File Edit View Frvoites Tool
¥ EComert » HSelea

(5 | ACAPER =

MDCTH Weh Arrea T 3T SoctnyrmBE My

Halgp

) APRecnsi= | APOLinks~= | AT= | CoCSfes~= | efile~ | Profesions! Developmo = | LUCPath Li

OF; Toney, Anbunetts

Giaardian
g ety
[ ]

=3
Dtinte|-9

Daidbodrd

My e
Errgplenpr
Tasks

4 Forrm,

B bradructiom
Bmporis
Chart i Grapha
AN BN
Calgetas

Tutarisls

e Ee e i chpe

Lot

mm

Detalls
Ermgirpnet Professor, Christing

Ouba/Tene Ecbered: 0316/2015 055754 000623 @ 05:57:54
Erteerd By: Toney, Antonetbe

Gulject/Ralarencer | Guanduan Fomm -9 Complebon instruc bops T Linnedsty of Calrtoat

Taegaedery | $y IR se gobal i
E-bnd Hstery: This E-Mad has not
Sendor B EAb | pring Proyiew

been sentl

J E-Mail

Ceardsan Form 14 Completion Instrechom
A o may knaw, UCOP m requined b fediral law 1o kine the eotire Form |29 complictiod and iigned by vour third &3y of empletymsied/in ool % eatithnh thor elighilsty 85wk 6 the Unied Sase
T males wane vou! I-7 @ comsplered by the depdione, plewis follow e alepi Below

b 1 vous barvem'® domee so abieady, phease acoess the calioe 1-7 iviem wing the Lk and acoews information bekow 80 complete secifon 1 of the [ fam

DGLRED Led_Lehn EME g

Lot aas

2. Yoo will need b meet in pervon with 3 Remote Apers wio kai sgreed 1o act 34 an smbonzed agem for UOOR by tus date S04, Your seiemied Apegt st be cne of the followng

= Notars

& Ladenibd Amormey

& Empleved ma HR

& Agem gedereed by e Universay

If vou are B0t able by locate an Apest thar (a0l under one of fhe sbove cllegones, pltae coamcn Astonene Tone
academic vear faculiv ave eligibie m adhvamoe off

You are hired a8 an academic vear faculiy member. Academac rear facuky are Bired & of Jelv 1 buot are ook pequired o render service sntil e start of the Fall Qrarier. Per Unrversty of Californa (UC) pol
service for salary and benefies effective fuly

Thee Form §-9 Thape” &8¢ o Eriggened by pay o work You will pot parform any' work for the Uniosteity denng Jobv on Augast and =il recerve vour fird paveheck so 81 2014 Therefore, vour Form 49 mnet be completed nathin thiee dayvs of 811014

duplay 7172018 Bvwever, e setsad completicn Sue datr far o 149 41 wotken thoee davi of 1 2014 [ vom bave any qeritsons prarding UC pelicy, plrase somtast ua 31 the phone of rmail sddrens belom

Pleass ooie thit the iyiiem geocrmed date w
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8. Remote Employee Reads Email Instructions and clicks on link
to complete I-9 section 1.

Guardian Form 1-9 Completion Instructions - University of California

DoNotReply@vwww.perfectcompliance.com

lo me

Guardian Form [-9 Completion Instructions
As you may know, UCOP is required by federal law to have the entire Form [-9 completed gAd signed by your third day of employment in order to establish your
eligibility to work in the United States.

To make sure your [-9 15 completed by the deadlne, please follow the steps below:

1. If you haven't done so already, please access the online -2 system using the link apd access information below to complete section 1 of the -9 form.

httpsdweb perfectoompliance.comDCGLAWER Log Login/EM P 0gooth 71 2efbgt ARLNM

2. ¥ou will need 1o meet in person with a Remate Agent wha has agreed to act as an authorized agent for UCOP by this date: 8/1/14. Your selected Agent must be one of the following:
@ MNotary
o Licensed Attomey

o Employed in HR
@ Agent feferred by the Unbessity

If you are not able 1o locate an Agent that falls under one of the above categories, please contact Antonette Toney,

You are hired as an academic year faculty member. Academic year faculty are hired as of July 1 but are not required to render service until the start of the Fall Quarter.
Per University of California (UC) policy, academic year faculty are eligible in advance of service for salary and benefits effective July 1.

The form 19 "hire”™ date 15 tiggered by pay or work, You will not perform any work for the University durmg July or Auguwst and wall receive your first pavcheck on
#1/2014. Therefore, your Form 1<% must be completed within three days of 9/1/2014.

Plases mats that the svciem eenseated date wall dienlav 790014 hawsves the scinal comnalatinn dise date far vaaee T-0 ve within tleesa dave a9 1 2014 11 van havs anv
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9. Employee completes Section 1 of |-9 form.

- - —= e =
UCRWireless Network .. % | R Welcome - APRec X | T APRecit APRewr X | # Academic Persorn., ¥ | € (LMBunesd) -5 % | % Sienl * \ [l Rspace
é B Levioga = In ¥ hitpe dwet perfectcompliance.com. il L O M c e, Serch
& Most Visited i Getting Started ACAPER AP Recnat | APO Linis AT Col Sites eFile | | Prolessonal Develop. | ) UCPath Links LR Links
ucorp

Step 1: Fill out I-2 Form, Section |

Employment Eligibility Verification yachs
Department of Homeland Security rarmil

i e 5 bt 4 OMEB Mo, 16150047
U5, Citizenship and Immigration Services Expires 03312016

»START HERE. Read instructions carefully before completing this form. The instructions must be availsble during compistion of
shis form,

ANTHDISCRIMINATION MO TICE: R is Slegal Io discmnale aganst work-sehonzed ndeaduals. Employers CANNOT specity whech
docurmen(s) Py will &0 Cpt fnom an employes. The rehusal b Fare an rcadul bec suse e dotwmentaion presented it 3 fAtuie expasion
dabl My Ak Corstile degal dedreTenalon

Section 1, Employes Information and Atbestation (Employees mvad complele and s Section 1 of Fom 12 oo lader Man e sl day of
empiojmend, bt ol before acceptng o job offer j
Las! Hame [Famiy Mame) First Name: (Gaven Name) Riiddie ingial (Oher Names Used (f an
Professor Chisting ‘
Address [Streef and Number sod Name) [aee Cay o Town Stale Tp Code
123 Mockingbird Lanes e | Hasrrmony CA 92879

e of Baih (mmidyyyy) J05 Socal Securty Humber  |E-mad Addess Tﬁe}iwmw
121121975 sylnuthizEisboglobal. nal

I am wware that federal law provides for imprisonment andler fines for fales ststemants of use of falss documaents in connaction
with the completion of this form.

I attest. under penalty of perury, that | am (check one of the following):
®  Acitizon of the United Stales.
A noncitizen national of the United States (See insiucions)
A lawiul parmanent resident [Alien Registrabon NumberUSCIS Numbser)

% | *Doomenstontor. % | + e

Wow you are ready to fill in Section [ of the 1-9 form. Complete instructions can be found here.

e + B8

m

20



UNIVERSITY
CALIFORNIA

Remote Employee’s Role

10. Employee confirms their identity.

UCK Wireless etwork .. % | B Welcome - APRec_ % | T APRecuit APRec. X FAcacemic Personn.. K| € (LM482 unresd) -5 "J'.’“ Step 1 * lﬂm % | T Documentation for_. % | + b e
T8 +F A O

. (' ] g T i dweh perfectcompliance.cam. DCGLAWED M 1 {4 1268 24 W Le2 4784 F e

& Mot Visited i@l Getting Started | ACAPER || AP Recruit || APOLisks | | AT || CoCSites || efile | | Professionsl Develop. UCPath Links || LWCR Links
A, NONCIIZEN NASONMT OT el LN SEI0S (506 IMSrucins)

Q please Note A lawtul parmanent resident (Alien Registration MumbenUSCIS Number):

O Last Name
An alien authonzed to wodk untll (exparation date, if appecable mmiddianyy)
Sofme abing ey wite "NAT N s ek [(See nsfucong)

For aliens. authonzed 10 work, provide your Alien Registrabon MumbenUSCIS Numbar OR Form 1494 Admission
Mumbes

1. Alan Regisiration NumberUSCIS Numbses

OR
2_Form |94 Admissaon Numbers

Your legal last name (or ‘Family’ Hame)

H you obiened your admission number from CBE in conmection weth your arrival in the United
Siates, nchude the followang

Foroign Passporn Mumbaos

Country of Issuance
Some aliens may wiite “HA" on the Foraign Passport Mumber and Couniry of Issuance felds. (Soe mgfructons

i’S‘»gn;muul Employee Danermmcny,?;( ‘

Confirm your Identity /
Iy e 1o rovesal PN
. - " First Name  Christina
Step 1: Ploase verily that your first nanma, last name and dete of birth
shawn belong 1o you by clicking the checkbox next to each item Last Mame  Professor
Step 2 Plaass "CHek 10 ACCOpT AN BCknowiaogs Your agreemant Date of Birth 12M2/1975 4
th the following statement
t vour piN; PP

1 attest undor penalty of pogury Thiad | am the indemdual specified in Section 1 of the 19, that | hawe read the 1-9
Abteslabon above, and that the act of entering ny urigue PIN and chckng the Electronically Sign button segnilies that |
herva attached my ebectronic signature at the bottom of Section 1 of this 19 form and in 50 doing ablest as indicated on
i Section 1 Employea’s Signatun ling of this Form 19,

This foam can only be updated by the employee entered in section 1

In oeder 1o save changes, amployea must eloctronically sign this fom PIN I_
bry eiloring i PEN rumbar roweaied by confinming hisTar identty

abve and clickng Me Electronically Sign bulton
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11. Employee electronically signs the form.

a) After checkboxes are selected verifying the name, DOB and attestation, the Pin
number is revealed for the employee to enter and electronically sign the form

UCR Wircless Network .. X | R Welcome - APRec. X | * APRecuit APReor. X | ® Academic Personn_. X GWML’! .Sttol '\_Bl!m *1Im1«_¥‘+
€ au 0 perfectcompliance com ' WER M ] 1 03D # vy ¢ | Q
& Most Visited I Getting Started ACAPER AP Recrut APO Livics AT CoC Sites eFile Professional Develop.. UCPath Links UCR Links
SOMO ANONS MAY WD A IN THS 0K {500 INSITUCions)
For abens authornzed to work, provide your Abon Regestration Numben/USCIS Number OR Form 194 Admission O PIN
Number
Q Fra— Ty Please enter the PIN
Tl e b then click the Electrgnically Sign button.
OR

2. Form 1-94 Admissson Numbor

I you obtasnod your admiscon number from CBP in connecbon with your arrival in the Unided
States, nchude the followsng

Foresgn Passport Number

Country of lssuance
Some abons may wite “N'A” on the Foreign Passport Number and Country of Issuance felds. (Soe mstructons)

'rqnue of Emgicyee Date (mmidyyyy)

Confirm your Identity
In order 1o reveal your PIN

4 First Name  Christina
Step 1: Pleaso vony that your first name, last name and dale of birth

shown belong 10 you by clicking the checkbox next to each tem < Last Name  Professor
Step 2: Ploaso "Click 10 Accopl” and acknowledge your ag 7 Date of Birth 12/121976
with the followsng statemeant

vour pin: 9766
¥ | attest under penalty of perury that | am the n 1 of the 1-9, that | have read the 1-9

Antestabon above, and that the act of entenng my unsgue PIN and cliickng the Electronically Sign button signifios
mwmmwummmumm 1 of thes 1-9 form and in S0 doing atlest as indicated

the 1E o bna of this Form 1-9.

This form can only bo updated by the employ n sechon 1 )

In order 10 Save changas, emg ye n'ht-t sign this form - :
by entering the PIN s & o his/her idently PIN roooo Eloctronically Sign

mw:muwwmﬂ

Did you receive assistance in filling out Section 17 2 No Yos
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12. Employee reviews list of acceptable documents.

ucop

LISTS OF ACCEPTABLE DOCUMENTS
All doguments must be UNEXPIRED

Employess may present one selection from List A
of & eombination of one seketion from List B and ane seleetion fiom LEt C.

For USCTS puidalings o mhich documents sme sccaptabls, see this Chadt

Dot iamsits. tht B4 Labulei b Bt bawatity andl E by ment Engubaliry

Doty that B4 abbeih I raty

Duvepivt, Wit Eatabdish [Eapling ik 1 Eligbality

|

1, U5 Pawsson oo US, Passpan Cand

1, Do lownas o7 D) caed Whutd B B 35000 7 SuTiyRg RONMIIBSN OF e Lnted SUItel povcied £ poatang g
ariEh & Aiseal -+ ghL

2. Parmanent Randiert Cavd - A= Regainton Resep! Cast Foen L84

104 Beth 8 SaTe. 4 31 BAR Jacder. B wph 250 Bod pddi

3 Fowgs passian i sorsardg o (Farmm FR-040 wegomry S53H samg or wmgeenry 331 pnied aenien an 8
mbching mhadatie Segrasl v

T 13 card aacpd Dy eSetnl WNIE 0 GER] PRVETIES BEACHN O $TERE, PR § CONMNN B BASIGRREN BT
PASSHIEA Sk il ABTE bl o BAR. GeRSHr RAGAL aye S0 B50 BSIE

4, EmplpTns Aunaagingn Dogumeat B CoAlng B PARsgrgh (Fam LT85

3 5000l 1D caxd wen B prosgresh

8. Fzr g nanmmgrand slet suttomoed o won e b 1cecic sToioyer Beaue F S o har et
3, Foowgn pampert and
. Famn bl g Foom L3l ount s e Tadgming

117The siered it 3 o padiOIA. o

[Z1An endoriement of T Bl NONIMTIGIANT MBS B8 NG BN ! Cee0d Of SrdomeTent BN N0t yRt g
B T R SRt & S A N ey AR B g nd demied o 1 lpem

4. VEIRtY regatabes ca

5. U5 Moery pasd or et sonad

§. Wtary decesdents 1D cad

T UG Coms Guasd Mpsnunt Vareg! Cang

B Nt Arwrcan Shal dscumest

B Drenr s Metan Abewd By B CATREAN Qe Ten] BTy

Wor pervons under sge 18 whe are unabl ko presant 5 Socument Rted sbove:

A0, Banad] a4 i tel

&, Praapant fom g Fedeated Sunen of Womngsa (FRM) o e Fapobis of ta Lasshal ingndy (RAN) wth Foom L4
2 Famm LJ4R macalng sdommgenst pdmvans cadee g Dovpest of Free Lpsoiwics Batawes the U=t Slan
and e F5U or A

T4, Chric, Sactar or Bowgdal eosnd

1. & Sopaal Toorty Aooount HomEdr G, SNV 184 SRR Mgkt o0 of e olgwng mmGIoal
(T VALID FOR EVPLOVVENT
2 VALID POR VO DL WTH S AUTROREATION
[AYVALID FOR WORS DNLY VTH DG AUTHORIZATION

3. Carifcation of Buit Abmad asced by the Depatment of Soe Boem F3-243)

3. Cardcaten of Rezost of BrAs asved by ™o Decasment of Tirie Foen DE-1380)

4. Crgeanl b catifed bhery o B TS CetRRat Mied by B SN, Shetly. FeARnl IRy OF Sulirng BMSHIA of
e Linited Tasten eanng 8 cfoal e

. Mptd Aruisis bl Baurrasl

¥, U5 Cagwen 1D Casgl (P 115

7, dantfication Cand for Una of Rendent Cizen in e Unisd Staisa [Fom L173)

A2, S i Py BEROH Al

B, ErpRrm sl BTHETRIEA Jo0aman Ahitd By T DHRITTHRE  Hre 853 Teierty

inbrations of many of Bass Socuments sppesr in Part B of S Nandbook for Emplopes (W30)

Rl 1o bectom 1 of e mabruitions, el “Emplipe o uericed Represmstabrr Reven s Y oribolion~ ke mire inkam s
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13. Remote Employee Reviews HR Interview and Document
Verification Instructions.

— Please note that the employee is shown the system derived completion date of 7/7/14 which
is the deadline if “work” started 7/1/2014. However since this employee is an academic year
employee with a “work (service)” start date of 9/29/14, the OGC guidelines are applied and
the I-9 completion date is to be completed within three days of pay which is September 1,

5 Most Visited @ Gewting Started || ACAPER || AP Recnit | | APD Links || AT | CoCSites | eFile | | Professional Develop._ | UCPath Links | UCR Links

ucop
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Remote Agent's Role
14.Remote Agent
Reviews instructions
and clicks link to
access the system.

Remate Agent Instructions for Completion of Form -9

VOO is mn organization fhal hires employees o mmote locations. The Imesigration Rofrm and Ceatral Act{ERCA
mgpeated alll IS, csployen 1o venfy e caployment chigibilaty sl idesainy olall cssployocs hisd ko woill in ailed
Siatgs aBor Movombor &, 1956 by sequinsg employers lo complete 199 Empleymant Eligibilsty Yoms krall hires

The wyuless oo vides o8 wimen puslince s iaalnictions oa comgpletsng (i B, & wcll as Bala 1o ofbsisl goyosaxat
instractions G the |0,

Acceading o 19 peguifemdats, 40 cingloyer of ils agenl ma phivecally saipedt the ariginal docamcan | Lo of
PhWHOLOP L B Bl BOORpted) i denemmie Wi Uit diCdmsenns BPpehl 10 B @t e and selae 10 (e emphoyee
prosending them. Wy ane requesting {hat copies of the coployoe’s docamanis be reained by eliber elesimmic uplosd

(i il phasaigh (he wyatemn ) ol poriai Ble, or revemied aloag wiih & pralcul o Nbke complensd sl sl gned Fodm B9 e LTOE
wiw mail or FAX at the contact infemmation below. [Optiosal for Notares] bn sddines, plesse complete. spn md notanze
the Noiary Authen ration form sad retam b wiih ibe Form B9 aad sepposing docements io LICTHR ai ibe addres bolow,

LW
sor by B

I you Bave any geesions, yoe may comsot ue i B phong numbser of emai] sddnes: below,

Thaal you foragresing b sl i oud apenl for 1 iaspe and 1l purp

Anlonene Tooes
(Ead g

T L Ly LT e
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Remote Agent’s Role

15. Remote Agent reviews online instructions and views system
derived due date. Remote Agent Clicks Edit Section 2.

8 Lawlogix Geowp, Inc. [US] hops.dwebperfeccomplance.conm

a -
ucop
Employes Tnlormation
Emgiaves Hame: Professor, Christjhia R Contazt: [HR]
Cete Feed: D7 0172014 antonettetoneyascr.edu

¢ Dus Dmte: 7714
By My [0SUAICLI0E

Instructions

Please make sure all tasks are completed as outiined below for Steps 1, 2 and 3. Your mext task to complate (s the following:

Steg 1. Preparing the I-9 Form
The employes has completed section 1. If you provided transation sistance o the employee plesde dick the View Prep butfon and Fll in BFe detads

Click the Edit Secthour 3 button and comglete section 2 of the 1-9 while examining the origanal Socuments that smpioyes [Fesents 1o you.

Hobes Tou cannol spedfy which deciments the employes presents, bl you must Soept &

187 & snghe document fram B A, of & sngle document fram Both Lsts B and C. However, sinde the company 1§ enrdlled in the E-vendy
program, & kst B dogument is permikied cnly if it containg & photo,

The syitem will guids you &5 to what Infiormiabion from thess documents will néed b be entered into Secticn 2. After entening the document infgarmation, click the Check Form Button on the bottom o allow the systém to perfarm
eiror checking. IF (here are ig errors TRAC appear in réd on (op of SeCnon 2, you may then procesd 1o ehedronically Sign Section 2 Dy didking on the DTN ink a0 the BOIGm and enteding your PN number,

+ You may dick the Edit Section I buttan and review Section 1 that the Employes has afresdy completed and efacronmically signed
« Wote: Changes to Section 1 may only be made by the empioyes and requere that the employes electronically re-sign the fomm,

15 dig 1418010

[ Beview
Date Sexten 1 Completed: 10423/ 2014 @ 20:26:04 Bt Secnon 1
Trangsian dgest Provided: I you provided translation services Lo the employee, dick the Wiew Prep button W Frag
Date Fection 3 Complebed: Edts:ﬂnq 2 |

I have Eawieyied the 1-9 form, and [ certdy that to the best of my bnowledge if is complete and accurate.

HNatary Alfidavit

lnvascrintveadill
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16. Remote Agent fills in Section 2.

& One Minite 1-0 - Google Chrome |1 K

B Lowliogis Group, Ine. US| itps!//dwet perfectoompliance.com
Section 2. Employer or Authorized Representative Review and Verification

ANEE. M

(Empdoyers of ther e compéee and Sin Section 7 wilfn 3 busness diys of e emplopes’s
Lisd ey st on the “Lisis of Acceplabis Documents”™ on the next pags of thes form, For each document Jou Frvey, pics

of cy of ampoymment Vil mus! physically exsming one document from Lt A OR exsmine a combinaton
e the S VTGN cloCATend i, SN Duthory, CuTent member, and sspeaton dale, f any )

quh'- Last Mama, First Name and Middle nitial from Section 1@ Profevss | Cheatng

List & /

Identity and Employmant Autherization

ListB
Ideentity

Lis
Employmant

Drcumesnit Titke:
U5 Passpor of Pasapor Casd -

e Sarnpie Documen

-

Aeplacement Racelpt

-

Diourmen Tite:
Hons

Document Tithe:
Hora

O Please Mote
Thank yau. All required fields have been
@

rtered,
You may now Electronically Sign this
document,
Warning: Secticn 2 has been signed after the
amployee’s [-9 completion deadine, Plapse
wierify that the smplayes’s siaT da1e in
Seaction 2 is comect.

Insang Authorey
Dupartment of State

It Authorly

ARG Aoy

DM st M
SR,
US Paadpod Mambar

Dttt Wumnte

Expration Dane of anysmmoeryye
120172015
Tha dcitadeon daleon B Skl moit bF ne0onded. 350 NGt epred

Exgeraiee Dk i 4ty KBSyl

Enparaion T (5 ey Hmesiadliyyy

Documagnt Titke:

I3saag Authority

Chocumaent Mumber:

Exprabion Diate of snyammiastyrr

Docusmadnt Tithe

g Authieity:

Diocument Mumber:

Exprrabion Date of asy irmasion)

Certification

I antest. undar penalty of perjury, that (1) | have the tis) p by the above-named empleyes. (2] the above-listed docurment(s] appear 1o be genuine and to relate 1o the employes namsed, and [3) 1o the best of my knowledge the smployes ks

autherized ta wark in the United
Thes esmploges’s. first day of semploy [remdaliyyyy); DT0120148 (5o ptnmions S eremptions)

Bgratus of Employsr o AuPoesed Repristaing

rdu vty
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Remote Agent’s Role

17. Remote Agent confirms identity and electronically signs Section 2.

& Lawlogix Group, Inc, [US]| hrtpsy//dweb.perfectcompliance.com,
Confirm Your Tdentity
Mote: Only the company representative named in section 2
may proceed with slectronically signing this form,
If you are net the company representative in section 2, please olick [ Close Window ] g Auhooey Hrg SaTh .
Dot Hramber
Step 1: Please enter your name here [fast
name, first name) exactly as it appears in Full o san, sob| ]
section 2. By doing 5o, you are indicating A = p
that you are the person listed in section 2 E ek W are Expiration Dite (I By i mmass/yryT
and are providing confirmation Jshesen, Bob g ki I
{werification) of your dentity,
Stap 2 : Please read and agrae to the _ By chelang the Agres button, L atest under penalty af
terma of the following staterment (n order pecfury that 1 am the person specafied m sectson 2. and
to reveal your PIM number required to that the a¢1 of confirpung woy sdentsty sigmbies that [ have
alectronically sign saction 2 of tha -9 anached my electronic sypnanae at the bottoen of section 2
form. *of thas Forma 19,
Agree  Cancel
| amest, under penalty of parjury, that (1) | have el the <l by Tl Al i Iy, (2] this shavidisted documomis] appear v be genuing and o relans 1w the smployes named, and (3) 1 the best of my knowledge the smployes is authorized to work in the Unitsd
The employes’s first day of employment famod yyyyl Tz (See matnctions for exemplions)
Signatung of Emploreror Authonized Representatm Dialo (memddddyd [Fite
[Motary Public
331 Marme [Farly Narme) Firal Name (Grar M) IEmpiayeds Business of DApanzaton Nafme
[ Johreson By The Figents of University of Calfomes
molorers Business of (rpanizaton Address ty &F Tewn 0 Code

[Bok's Nedary Pubiic Frvrude 4 2521

Confirm your [dentity

Pléase “Chck 1o Accepl” and acknowledge your agreement 'sith the folicwng stalement:

# | aftast under penalty of perjury that | am the irdridual spetified in Secten 2 of the |9, are thit the <t of entecing rmy system PIN [ Sk 1o Baveal | and clicking tha Electranically Sign button signifus that | have stiached my lectronic pin: [ | Electomcaly Son |

sigratune at the botteen of Section 2 of this -9 fom and in s¢ deing attest 55 indicated on the Section 2 A o N of this Form 15 B
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Remote Agent’s Role

18. Remote Agent reviews and completes section 2 in Step 1.

5 %  Remote Agent Contral b

View Favorites Tools

Help

Path links> | UCRLinks~ | Professional Devetopm. = | CoCSites~ | APRecruit= | ACAPER~ | efile > 8 Academic Personnel Home E'A%ckmum_ ﬂAPRea\-t-Hm & Conflict of Commitment a_

ranson | previous Next |[JF] options = |

Emzlyes tiama: Professor , Christina
Dets Howds 07/01/2014
1 Dus Duses TS 14

awctions

Flease make sure all tasks are completed as outlined befow for Steps 1, 2 and Z. Your next task 1o complete is the follawing:

Step 1. Preparing the 1-9 Form

The employes has completed section 1. If you provided transiation assistance to the employes please click the View Prep button and fill ipf the detalls.
Click the Edit Section 2 button and complete section 2 of the [-% while examining the criginal documents that employese presents to

Noke: You cannot specily which decuments the employee presents, but you must accept either a single documeant from list &, o 3 sindle document from both Lists B and C. However, since the company Is enrolled in the E-Verily program, a list B
document is parmitted anly if it contains a photo.

The system will guide you as to what information from these datuments will naed to be entered inte Section 2. After entering th

ument infermation, click the Check Fonm Button on thi bottam to allow the system o perform error chacking, If there
are no errors that appear in red on top of Section 2, you may then proceed to electronically sign Section 2 by clicking on the 2

link at the bottom and entering your FIN number.

ly signed.
form.

= Wou may click the Edit Section 1 button and review Section 1 that the Employee has already completed and électro
* Mote: Changes to Section 1 may only be made by the employes and require that the employee electronically re-sign

orm

mes i416918 [ Bevigw Section 1 ]
Dita Sastien 1 Complated: 10232014 @ 21157146 Et fackn]
' Tranalation suant Provided: I you provided translation services to the employee,
R Edil Sectian 2

I have Reviawed the 1-9 form, and [ certify that to the best of my knowladge it is complate and accurate.
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Remote Agent’s Role

19. Remote Agent reviews and completes Steps 2 and 3.

& Lawlogix Growp, Inc. [US] hitps://dweb.perfectoompliance.com 4D

Flease ratain coples of the [dentity and work authorlzation documents presented by the employes.
Please return these dotuments to us using one of the methods listed below in Step 3.
Once the documants have been prepared, click the checkbox In the Step 3 area below indicating that you have prepared the

5 ke 1416954 [ Baview Sectiond ]
Date Sactizn 3 Completeds 1024/ 2014 & 03:06:45 | Bt Section 1
’ Traralatien Aasiat Previded: 1F you provided translation servic the employes, cick the View Prep View Prep: |
Oote Section 3 Compintedi 10/ 24/ 2014 0 03:37:56 | Edit Sexticn 2 |
¥ I have Boylewed the -9 form, and Yrertify that to the best of my knowledge it is complete and accurate.

Motary Affidawit
* 1am a Motary and T have Vigwed, printed and completed the Notary Atfidavit.
- Of -
I am not a Motary

Document Retention
Documents Accepted
r st & LS. Passport or Passport Card
) st W
1 e

k ) 1} Scan & Upload to Us:

Document,Triage vol found in OnDocs

2) Fax decuments tod

= 3] Mail decuments to:
Antonette Toney
ucop

4) Employes will b+ responsitie for submitting documents

- a8 copy of the employes's supperting documents is being provided to the employer in the manner designated above.
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Remote Agent’s Role

20. Remote Agent reviews completed process.

Instructions

make sure all tasks are completed as outlined below for Steps 1, 2 and 3. Your next task 1o complete is the following:

Congratulations! This process is now completel

Thank you for yaur assistance with this I-9 form

Please be qure that all documents have baen 48t bo us uting the mathod chosen in step X
I we have any isduid or quéstions upon réviewing this 19, we will contact you.

ou may now clote this window.

1-9 Form
mees 1416954 LB
Dt Seinipn 1 Complateds 1024,/ 2014 @ 03:06:45 Bt Sechen |
Traralation Assist Providedh  [F wou provided translation services to the employes, dick the View Prep butten I"""""'P"P
Bwte Smcticn 2 Semgleted: 10/ 24/ 2014 & 03:37;56 Edil Settuor 2

# I have Reviewed the [-9 form, and [ certify that to the best of my Knowledge |t i3 complete and accurate,

® L am a Notary and I have Viewed, printed and completed the Notary Affidawvit,
- O -
I am not a Notary
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Remote Employee’s Role

21. Remote Employee may log back in to see confirmation screen and to print receipt.

¥ III-H-!l.l'n..-ﬂ!; r-'ll'.'-'-.l " H-Dd';';i!

e ﬂ I_.'.-.;.l_n:g.- :}i:.:;..,;. .'n.'-|l_l';|_. hittpsy

Welcome back Christinal

You are ourrently up-to-date with yous
employment &ligibiity papensark

ThEde s natheng for yoa Do 05 AL This. e

B wou would like bo view andior pant a receipt for your afectronic [-9, oick Here.
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Remote Employee’s Role

22. Remote Employee

views/prints receipt.

19 Mo, 1418919

Employee Receipt of
Electronically Filed Form [-9

MHFTHWmMMMMMWMWWMr
s the vt apecified in Section 1.

2) Has L et 1.

3) Has read the Form L8 Atlestation .

4 Hﬂnwhﬁmwtﬂmmnthwdmtlw
attesting as indicated on the Foem L5,

Name of Emplayer
UCoP

Name of Employes Date sectbon 1 skgned
Profesaor , Christina AWZRI014 @& 20:26-04
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1-9 Processor’'s Role

23. 1|-9 Processor views top 1-9’s needing approval in Guardian dashboard.
- W . - B 9 __sb&m

‘?1 &Im;rumpmwmmuwr.wm Ay TRy TS eSS g L il L = B lawiogix Group, Inc. [US) (.'.'u

fGSBmmEHRum |1 P . —
File Edit View Favortes Tools Help

W b UcPathLinks = | UCRLUsks = | Professional Developm. = | CoCSites= | APRecryit® ACAPER = | efile = |«i| Academic Personnel Home & Academic Personnel Man. [} AP Recnuit- Home 2] Conlict of Commitment a.

Virw: ®HR [ Growg Relnesh Al I-m-ecd"J I:lnuﬂllﬂa-c-n-'ﬂ

Ll-?al;t-'lair?\-n % Dash bDard Al ; | [Selext from ist] [Select Location ata Hew E

X Find: | seanson Previous Nt | | o | Optices =

_-.._,J Tog | % Wewding Approval Top Prnding Ge- Verdation
Dt |5 Harm Sat  Approwal Cwtn 59 gy N Expirafion Cats Dy Laft
@ﬂﬂ'—‘ld*g Cremiad T T Craste n
- = 2 T prerTe 5
Dastbdard o i o’ , R 138t »
\j 2 [ Prodamny | Choatwna [.it-Hp L ST
- L e 1S
oy Wyl [ P, ewabps [ 1t LA
= & ST T ]
> R0 RS
_‘-ﬂd Employees ] e For, Peimr ARG xee
= & [ [t AR
T
b — & = Pcckuir, e di [T T YO
‘_) % Forrem. [T D, Ehn s Pt

TE 19 mutnections
_':,} Faporty

) s & Grapha

a" Aensuncementy
"_ﬂ Ll

&F Tutors

@ v
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I-9 Processor’s Role

24.1-9 Processor adds supporting documents received from remote agent to OnDocs tab.

m = | hitps veh perfectcompliancecom '

File Edit View Fawonies Tools Help

& Comert + [ Salect

D = B lawlogh Group. bnc. [US)

ACAPER - AP Reonet = APC) Links -

AT =

Professionsl Developme. = LR Path Links - ULCE Limics =

RiC O Toney, AnEnnrtie

Gardian
ol . omnly
[ ST e

=

/1-9 for Professor, Christina

L
[ L) Fula: Swwa LS, PaieT o Piaases T
o e ararzt T Adobe Acobat Employees Riscospt (3 i LE06E3]
T bt LSRR Euag Ravagter osint Mgk [rtnaSons
-t 118 [T Al Rasmapiy et | repnucsiong
__.,-" ¥ Forri 1L L Pt v rdan Farm 1@ Compieton Tretnadtons « Uneareity of Callforme
-
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I-9 Processor’s Role

25. 1-9 Processor reviews section2 information and confirms document upload.

m = | ot wet perfectcempliance pom S DOTL el Abreo TS 8 T Tertn B T Be THELT A 0PWEE PARNIS im0 » B Lawlogin Group, Iec. [US] € | 8 MR wser < 13| Form B8 fCnes | I Form 19 { UCnet. | G5 aenet

File Edit View Favondes Tools Help
X Fcomert = Mssect
ACAPER = AP Recngt~ | AP Links = AT = Lol SHes = efile = | Profesionsd Developm ~ | UCPathilinks= | WR Uk~ | WO Links - B

Gardian - ?|-9 for Professor, Christina

;;_:] W Empioyes Rifresn Uipaais 50d GO Btk | Lpameink | &0 Back
Dedails oo ook ATy
I] Minuie |~
1-9 Orvenvaow >,
3 Db
= This I-9 ks not yet ready lor Approval. iy
Gl My ifi | You must Scan/Upload the appropriate supporting document presented in Hst &, and confirm the successful upioad by clicking
B thew ek Box,

B, topioren i
Lj Tasks -3
J A Peatich dha 1,636,830 (Primsry) Yerson 3813
= Typo Elacironie 1-9 Expers

S ¥ imitructicm Responidla Treja, Ana Date Compleied 031672015

® Dlate mpprovved
i j. Beports h

) Charts & Grapha
{-ll y by Section 2
1 ARNCUTBAMENL

Professor, Christina Motary Public -
iy " il Wi St bion 2
i f_ﬂ Calietad Hend O7/01/2014 BN 1653015 @ 07828
J Tufarisiy L. i 7t or Pattport Card Mobe: Documant Retentien Required. [Lipload Documar ]
Detumerds | oonioyos's ©nDocs reond
Doyl Prage ot fowmd in Gnbocs
Print Conter
=1 )
ks d
w'&!tu“i vimw Employs i
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I-9 Processor’s Role

26. 1-9 Processor reviews information and clicks Mark Approved.

m = | et T awet perfacteomoliancesa ATETIL A eh Abrmes W5 Tp Boetrrand Mty By TR e o0 AWEE_RATAMS cun. j‘.'l - ﬂ Lawlogk: Group, I, (US] 'cl- B | HR e o : Fosm 13 § UCnet : Faem 19 | UCret E LSt r
File Edit View Favonles Tooli Help
¥ ®comet = BSeleat
) ACAPER~ | APRecrsi~ | AMDLinks = AT= | CofCfies~= | efilew= | Professions Developm = | UCPathilinks~= | WRUSes~> | U080 Lnk~ N rpested Gpds « g W -

L g My
Cormpland ¢ e

Guardian | ?|-9 for Professor, Christina
:;:J v

Wi Empicyts Rifresn Uipasie and Go Bk | | Upameinf | | GoBadk |

Details Do Isprs Brrsrdmants
-F] Minute J-)
1-9 Drverview
3 Euboand
Thiz I-9 k= ready for Approval.

E‘.i iy W o | Bafore clicking the Mark Approved button, you should click the Revdew the 1-9 Bk to review the final 1-3 for mistakes.
ﬂ ; Pledie chack the decurminta prdnided by the emphvges bnd compare the inl atisen g hbis dofumant BEaingt e coenplated

Errglenpmpi
o | I-5.
:‘1 Ty WU can correct arrors in Sections [ and (1 by viewing those secticns and making changes

ChRanges 1o Secton | will requiny the ebectrosis signature of the seployes,

__) 1 For Onck approved, this Torm will be parmanently kcked, and s’ data will be sent to E-Venfy. Any furthar changes will reguine

sithar sdditiensl Section [[1 entries or 40 antinsly naw [0 form
¥ Imtruction

13’. Bty -9

E) chats & Grap j 15 He 1,626,830 [ Primary) v

T T

Typo: Eledironkc 1-% [Py pe—

J AR B Papoi it Teuda,

j Calestas

J Tutarisls E-Vierily

@ hogost 'E Verify Empioyes is aligible for E-Vartly

TS LS F0LS

Pt Contar
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I-9 Processor’s Role

27.1-9 Processor reviews information and clicks Approve this I-S.

m % | hrtps //awen perfectcompliance com S0CTH

File Edit View Favordes Tools Help
£ FComert = [selent
ACAPER~ | AP Recrst~ | APO Links = AT~ | Coffies~ ) efie= | Professionsd Developm_ ~ | UCPathlinks= | UCR LU~ | UWCOPLnks~ B paested Sides ~ B We ey =

=1 Foem 19 §UCnes. | 5[ Foem 19 { 2het | € atnst

Guardian | ?|-9 for Professor, Christina

il ety
Cormpltne g Fyiu
E v Wy gy Rirfresn
Dedails Do I Arardmany
M -g
Approve -5 w

3 B =
o] Instructions

LA
”~ Please note;
Ly Employen Tou mre about ta sgprave this Blectrandc 1@ far Christina Profossor
\:j Tk By clicking the Approve This 1-0 butten below you will be making sections § & 2 of this 1-0 form parmanent.

Pleass make sure you hawe reviewed the I-5 form completely before approving thés submission, Compare the information
__) 4 Ferrm provided 1o 1hat of the criginal docamants (If yoo #ill hawe thism] of tiview the 19 decurmants isted below (if any}
To wiew the completed |- form omnd Last tima, Review tha -0,
% brntruct
- Tidteioinn Chck the Canoel button below to retiem to the previous screen i you need to make changes of further reviaw this 1-3
‘.Ed' Bmports
-
E‘J Charts i Grapha T
impleyes iu ahgible Tor E-varily

d BT BN Wiew Fr—— ey

5 catvetas
# Tutarials

Tama e Ty St i
@ Legat Cratedd Rabriri Size [KH)
ST AS0 il Gool LS. Passport o Passport Card 1L
[t H BWHW! Employ ot /3 o DDGEET s
BEATSs [T Mt hgerd Motecy |ratnsctond as
QAT EMAL Rirrug A [ritnetord g
Rreibop i) [ =k M E:l'ﬂ'!l’-cl'm1§tcl’rl:lm Irmtnactons - Universly of Calformia o

crm [-9 Compietion Fiructons - Lnmnersity

mm
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I-9 Coordinator's/Administrator’'s Role

28 1-9 Processor reviews issues tab and exempts warning message.
. m T T T T .. ELum
= P~ @ LawogixGrovp tne. s} G| (1

.I "r J'..'I-:,dn: Sfkdadusaligln

ps;rdmpamumplmm ADEG Web Acces
| ,_}mu |
. B ap Reeran - Home @ lict of Cosmmitment

1| Acadenmic Personnel Home | Academic Personnsl Man

muem. 'IF HR Lisar
Fzm;\n 5 rl'-\o-i HE'D
a* | URLleks= | Professional Developm.. * | CoC Sites™ | AP Recnut

Previcus  Mext || | Opticns

J. ACAPER~= | efile~

fview Emmployeel Refiesn Lipdate and i

jE—Q for Professor, Christina

Eaplarator.

Sacson 7 Pt bean grid aftes T armplores s 17 comgiton aacting. Plescs varty Tt th amgicyee s T Sate e Samon 7 8 qoimect

e(1)
VEmmarg  fecsonl] Db vewd

-
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I-9 Coordinator's/Administrator’s Role

29. 1-9 Processor reviews exemption history for AY faculty.

_msznm mj & | HR User | @ Newtat
File Edit View Favorites Tools Hu_-dp

| & |Remote Agem Corwl || - -
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GUARDIAN LAWLOGIX SYSTEM

System Walkthrough- Checklist Outline for setting up an I-9 for an AY Retroactive Appointment who is hired
remotely

I-9 Processor Role

1. Select Create New Employee on I-9 Processor Dashboard

2 Select Create Employee created W/O SSN

3 Complete Create New Employee Form

4, Select Create Employee with Remote Agent

5 Enter Remote Hire/Remote Agent Settings

6 Edit Remote Hire Employee Email Instructions (and the Remote Agent Instructions).

a. For Retroactive AY Hires, Change Completion date to a date per OGC Guidance (i.e. completion date within three days of work or
pay). 1st paydate in the example is September 1, 2014.

b. Add additional narrative to the email to explain why the completion deadline date in the instruction letter is different from the
system derived deadline date.

7. Send Email to the Remote Hire Employee

Remote Hire Employee Role

8. Remote Employee Reads Email Instructions and clicks on link to complete section 1.
9. Employee completes Section 1 of 1-9 form
10. Employee confirms their identity.
11. Employee electronically signs the form.
a. After checkboxes are selected verifying the name, DOB and attestation, the Pin number is revealed for the employee to enter and

electronically sign the form.

12 Employee reviews list of acceptable documents.

Online I-9/E-Verify System Tools and Resources



GUARDIAN LAWLOGIX SYSTEM

System Walkthrough- Checklist Outline for setting up an I-9 for an AY Retroactive Appointment who is hired

remotely
13 Remote Employee Reviews HR Interview and Document Verification Instructions.
a. Please note that the employee is shown the system generated completion date of 7/7/14 which is the deadline if “work” started

7/1/2014. However since this employee is an academic year employee with a “work (service)” start date of 9/29/14, the OGC guidelines
are applied and the I-9 completion date is to be completed within three days of pay which is September 1, 2014.

b. Remote Employee obtains instructions for the remote agent via link in “employee dashboard”

Remote Agent Role

14. Remote Agent Reviews instructions and clicks link to access system

15. Remote Agent reviews online instructions Clicks Edit Section 2

16. Remote Agent completes Section 2

17. Remote Agent confirms his/her identity and electronically signs Section Il

18. Remote Agent reviews and complete section 2 in Step 1

19. Remote Agent completes Step 2 and 3—Notary Affidavit and Step 3-Document Retention
20. Remote Agent reviews completed process

Remote Employee Role

21. Remote Employee may log back in to see confirmation screen and to print receipt.
22. Remote Employee views/prints receipt.

I-9 Processor Role

23. [-9 Processor top 1-9's needing approval from dashboard
24. I-9 Processor adds supporting documents received from Remote Agent to OnDocs tab.
25. I-9 processor reviews section 2 information and confirms document upload.

Online I-9/E-Verify System Tools and Resources



GUARDIAN LAWLOGIX SYSTEM

System Walkthrough- Checklist Outline for setting up an I-9 for an AY Retroactive Appointment who is hired

remotely
26. [-9 processor reviews information and clicks Mark Approved
27. I-9 process clicks Approve this I-9
28. I-9 processor reviews issues tab and exempts warning message
29. I-9 processor reviews exemption history for AY faculty appointee

Online I-9/E-Verify System Tools and Resources



Draft language to include in Remote Agent Instructions

Section two should be completed for <Firstname Lastname> within three days of September 1st, 2014.

<Firstname Lastname> is hired as an academic year faculty member. Academic-year faculty are hired as of July 1 but they are not required to render service until
the start of the fall quarter. Per University of California (UC) policy, academic-year faculty are eligible in advance of service for salary and benefits effective July 1.

The form 1-9 "hire" date is triggered by pay or work. <Firsthame Lastname> will not perform any work for the University during July or August and will receive her
first paycheck on 9/1/2014. Therefore, the Form I-9 for <Firsthame Lastname> must be completed within three days of 9/1/2014.

Please note that the system generated date will display 7/7/2014 however the actual completion due date for <Firstname Lastname> is within three days of
9/1/2014. If you have any questions UC Policy, please contact us at the phone or email address below.

Draft Language to include in AY Faculty Remote Employee’s email instructions.

You are hired as an academic year faculty member. Academic year faculty are hired as of July 1 but are not required to render service until the start of the Fall
Quarter. Per University of California (UC) policy, academic year faculty are eligible in advance of service for salary and benefits effective July 1.

The form 1-9 "hire" date is triggered by pay or work. You will not perform any work for the University during July or August and will receive your first paycheck on
9/1/2014. Therefore, your Form 1-9 must be completed within three days of 9/1/2014.

Please note that the system generated date will display 7/7/2014 however, the actual completion due date for your I-9 is within three days of 9/1/2014. If you have
any questions regarding UC policy, please contact us at the phone or email address below.

Online I-9/E-Verify System Tools and Resources



University of California I-9
System Training

1-9 PROCESSING FREQUENTLY ASKED QUESTIONS

Purpose:

To provide answers to frequently asked questions pertaining to the 1-9 processing and utilizing the
Guardian System

Audience:

Implementation Representative, Training Lead, I-9 Administrator, I-9 Coordinator, -9 Processor



Online I-9 Processing Frequently Asked Questions

GENERAL QUESTIONS

Q. What system does the University use to process 1-9's?
A. The University uses the Guardian System by LawLogix to process I-9s for new hires, rehires,
reverifications and transfers

Q. How do | get access to Guardian to begin processing 1-9s?
A. Contact your Location’s 1-9 Coordinator to gain access to the system. You must complete the I-
9 Processor Essentials Training before receiving access to the system.

Q. I am an I-9 Processor. Who do | contact if | forgot my Guardian password?
A. Contact your Location’s 1-9 Administrator and they will reset your password.

Q. Who do | contact if the Guardian System is down?
A. Contact the Systemwide Administrators at I9Administrator@ucop.edu

Q. How do we complete an I-9 for employees without internet or computer access?

A. Some employees may be unable to complete Section 1 of the form I-9 electronically.
Alternatively, t employees may complete Section 1 and Section 2 with the I-9 Processor on their
first day.

Q. How do we complete an |-9 for employees without an email address?

A. Some employees may be unable to complete Section 1 of the form I-9 electronically.
Alternatively, employees may complete Section 1 and Section 2 with the I-9 Processor on their
first day

Q. What languages are available for the Form I-9 in Guardian?
A. The Form I-9 is available in English and in Spanish. The Spanish version may be used as a
translation guide, the English version must be completed and retained.

Q. Can the I-9 process be completed prior to the employee'’s first day of work?
A. Yes, as soon as an offer is accepted, the I-9 process may be completed.

Q. What do | do if the employee’s start date changes sometime during the 1-9 process?

A. Adjust the start date on the I-9 Details tab in Guardian and make sure it matches the
employee’s profile on the employee’s Job Details tab. If the I-9 is already approved and needs to
be changed, contact your I-9 Coordinator to “amend” the 1-9.

Q. Under what circumstances would | complete Section 3 of the 1-9?
A. You would complete Section 3 of the 1-9 for the following reasons:
e A change to identity information (such as a legal name change) for a current employee
o If the employee’s employment authorization has expired and they are presenting new
documentation
e If you rehire an employee within three years of the date that the original 1-9 was signed

Online I-9 System Tools and Resources
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Online I-9 Processing Frequently Asked Questions

E-VERIFY

Q. Who is subject to E-Verify?

A. New and existing employees who are assigned to and performing substantial work on a
qualified federal contract/subcontract that contains the Federal Acquisition Regulation (FAR)
clause also known as the E-Verify clause.

Q. How do | E-Verify an existing employee?

A. If the employee’s I-9 is in Guardian, change the Location to the E-verify location, submit to the
FAR Queue and then send to E-Verify. If the employee’s I-9 is not in Guardian then, add an
archival 1-9 using the E-Verify location and follow the steps to E-Verify an employee.

Q. Who is responsible for performing the E-Verify process?
A. The I-9 Processor will complete the E-Verify process for applicable employees.

Q. If the Form 1-9 is complete, how do you run a case in E-Verify for an employee who has a
future hire date? Do you date ahead?

A. Creating a case in E-Verify is contingent on the Form I-9 being complete. Employers can enter
an anticipated start date in E-Verify as the hire date; future dates are acceptable.

Online I-9 System Tools and Resources



Online I-9 Processing Frequently Asked Questions

REMOTE HIRES

Q. What is a Remote Hire?

A. An employee who will be paid by the University but will not physically work at or in proximity to
a UC location or will not be physically present at the University at the time he or she is initially
hired.

Q. What happens if an employee that is set up as a remote hire in Guardian decides to come in
person to complete their 1-9?

A. You can retrieve the employee profile in the Guardian System and complete Section 2 as you
would for a non-remote hire.

Q. Is a remote hire required to use a specific remote agent to complete Section 2 on the
University's behalf?

A. For remote hires, the University is not pre-defining remote agent representatives; however the
remote agent must be either: a notary, a licensed attorney, employed in Human Resources or an
agent referred by the University

Q. | setup an employee in Guardian to complete their 1-9 in person but now they need to complete
it remotely. What do | do?

A. If an employee record was already created and there is a pending I-9, delete the pending I-9
and “Create a New Employee with Remote Agent”.

Q. A remote agent completed the I-9 for a Remote Hire but when the I-9 Processor reviews the
Form I-9 it is found to be incomplete or has errors. What should the I-9 Processor do at that
point?

A. The I-9 Processor should immediately contact the Remote Agent to make the necessary
corrections. If the issues remain unresolved, the 1-9 Processor should contact their -9
Coordinator for further guidance.

Online I-9 System Tools and Resources



Online I-9 Processing Frequently Asked Questions

SCANNING 1-9 DOCUMENTATION

Q. What is the preferred equipment for scanning documents to be uploaded into Guardian?
A. The Lexmark scanner that integrates with Guardian is the preferred equipment.

Q. What are the benefits of using a Lexmark scanner that integrates with the Guardian system?
A. The Lexmark scanner and the Guardian integration allows you to scan original documents
directly into your employee’s electronic record through a secure and consistent document
retention method.

Q. If your location will not be using the recommended Lexmark Scanner to scan and upload
documents, what security measures should be followed when using other network scanners?A.
Please refer to the Security Measures for Scanning |-9 Backup Documentation for detailed
guidance. You can also consult with your local information Security Dept.

Online -9 System Tools and Resources


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/docs/i9-security-measures-for-scanning-supporting-documents.pdf

Online I-9 Processing Frequently Asked Questions

SEPARATED EMPLOYEES

Q. What happens if a new employee completes Section 1 and then does not start work for the
University?

A. Retrieve the employee’s 1-9 Form from the pending status and park it as an incomplete I-9.
This way you can track the history.

Q. What happens if a current employee is separated?

A. Enter a termination date in the employee I-9 profile so the I-9 can be purged following the legal
guidelines. The 1-9 Administrator will monitor purging 1-9 documents in the system.

Online I-9 System Tools and Resources



Online I-9 Processing Frequently Asked Questions

SYSTEM QUESTIONS

Q. Does the Guardian System track employees needing reverification?

A. Yes, the Guardian system tracks the work authorization expiration dates and sends
notifications to the 1-9 Processors beginning 120 days before the expiration date (with subsequent
notifications).

Q. How do you upload a paper I-9 into the Guardian System?
A. For a current UC employee, begin a new I-9 and select the “Archival 1-9” option. For a new hire
whose I-9 is completed using the paper form, you will begin a new I-9 and select the “New Hire

Paper 1-9” option.

Online I-9 System Tools and Resources



Online I-9 Processing Frequently Asked Questions

TRAINING

Q. Where can | find training on how to use Guardian to process [-9's?

A. Training and other resources are available in your location’s Learning Management Site. In
addition, there are tutorials in the “Tutorials” library in the Guardian System as well as on the
1-9 Information Site.

Q. I 'am an I-9 Processor. Is it mandatory that | take training prior to using the Guardian System?
A. Yes you must complete the “I-9 Processor Essentials” training prior to using Guardian?

Q. I am an I-9 Coordinator. Is it mandatory that | take training prior to using the Guardian
System?

A. Yes, you must complete both the “I-9 Processor Essentials” and the “I-9
Administrator/Coordinator Essentials” training prior to using Guardian.

Q. Are there ongoing I-9 webinars available to 1-9 Processors so they can stay up to date on I-9
compliance?

A. Each location will receive announcements for upcoming live webinars hosted by LawLogix
which are available to all University employees.

Online I-9 System Tools and Resources


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/index.html

Online I-9 Processing Frequently Asked Questions

TECHNOLOGY

Q. What are the system requirements for using the Guardian System?
A. The system requirements are as follows:

Operating System:
Windows: Windows XP SP3
0SX 10.6

CPU:

Pentium Core 2 Duo or Athlon X2 at 2.4 GHz
Memory: 1 GB RAM

Q. Are there browser restrictions when using the Guardian System?
A. Yes. The browser requirements are as follows:

Browsers:
Internet Explorer 8 or higher
Safari 5.0.5 or higher
Chrome 5 or higher
FireFox 12 or higher
e All browsers must have Javascript and Cookies enabled
e Earlier browser versions do not support HTML5. As a result, users attempting to

utilize Guardian with an older browser may encounter display or functionality
issues

Online I-9 System Tools and Resources



Online I-9 Processing Frequently Asked Questions

TRANSFERRING EMPLOYEE PROCESS

Q. What is the process for transferring the Form -9 when an employee transfers from one
location to another (including Lawrence Berkeley and Lawrence Livermore Labs)?

A. If there is an electronic I-9 in the Guardian System, a transfer request will be sent to the
System-wide Administrator who will transfer the 1-9 to the new location. If there is no electronic
1-9, the paper I-9 should be sent to the new location for entry into Guardian.

Q. What if the new location does not have Guardian?
A. The transfer location will print and send a PDF copy of the 1-9 to the new location.

Q. What is the procedure in the unlikely event the original I-9 cannot be found?
A. The employee will need to complete a new I-9 with their new location.

Online I-9 System Tools and Resources



Online I-9 Processing Frequently Asked Questions

NON US CITIZEN EMPLOYEES

Q. Will the Guardian system accept an Individual Taxpayer ID number (ITIN) in lieu of a Social

Security Number?

A. ITINs are for federal tax reporting only, and are not intended to serve any other purpose. An
ITIN does not authorize work in the U.S. An ITIN is a nine-digit number that always begins with
the number 9 and therefore the Guardian system will not accept it since it is out of the range of
valid SSNs.

Q. How is the 1-9 completed for a new employee who is on an F-1 student or J-1 visa exchange
visitor visa?

A. Employees in these categories must present additional documentation that proves their
eligibility to work in the United States. Please refer to the tutorial located on the -9 Information
Site.

Q. What is H-1 Portability?

A. H-1 portability is a provision that allows non-immigrant workers who are in H-1B status and
already working for an approved H-1B employer to change employers (port) and actively start
work for a new H-1B employer as soon as a I-129 Change of Employer (COE) Petition is filed
with USCIS.

Q. How do | process the I-9 for an employee with H-1 Portability?
A. Please refer to the tutorial located on the I-9 Information Site.

Q. How is the Form 1-9 completed for employees with valid and pending Deferred Action for
Childhood Arrival (“DACA”) applications?

A. Approved DACA applicants are issued Employment Authorization Document (“EAD”) cards by
USCIS for up to two (2) years at a time. Like all other employees, the DACA employee must
complete and sign a Form 1-9 within 3 days of hire. The employer is responsible for documenting
the EAD and its validity dates on the Form I-9, under Section 2. The employer should not request
additional documentation to confirm DACA status, the EAD card is sufficient.

Q: Can a state issued Driver License that is issued to an undocumented immigrant be used as a
list B document for I-9 purposes?

A: This type of Driver’s License can be used as a valid List B document for 1-9 purposes along
with a valid List C document even though it may have an annotation such as “Not to Be Used for
Federal Identification”, “Not Valid for Identification” or “Driving Privileges Only.” Despite this rule
employers cannot hire someone if they have actual or constructive knowledge that they are not
authorized to work in the U.S.

Online I-9 System Tools and Resources


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/index.html
http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/index.html

University of California
-9 System Training

Additional I-9 Processing information is available on the |-9 Website

Please contact the |-9 Systemwide Administrators or LawlLoqix Support if you have any questions

Happy I-9 Processing!


http://ucnet.universityofcalifornia.edu/tools-and-services/administrators/i9/resources.html
mailto:I9Administrator@ucop.edu
mailto:support@lawlogix.com
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