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Implementing an Electronic I-9 System?

0 Federal law requires that a Form 1-9 be completed for all new hires in
order to verify the employment eligibility of all employees.

O In recent years, the risks associated with this form have increased
dramatically. The Federal Government has made immigration
enforcement a priority, which has increased the focus on -2 audits and
compliance. Form |-9 errors can lead to severe civil and criminal
penalties, resulting in high monetary fines.

O An electronic I-9 process will help reduce the potential for errors.
Therefore, the University, through discussions with Legal Counsel, Human
Resources, Student Employment, and International Student and Scholar
offices has decided to transition to an electronic |- system.



What is Tracker @ Tracker

-9 & E-Verify®

EEN T ——

0 Tracker Corp. is the electronic I-? vendor that was selected through
the competitive bid process governed by the State of lllinois
Procurement Code. The Tracker system is now being used at the
Springfield campus and for University Administration employees.

It is to be implemented at the Urbana and Chicago campuses as
of July 1, 2011.

O The information in this document outlines the procedures for using
Tracker and explains system features.



- Tracker Dashboard/Navigation

Objective: Access Tracker and recognize the
components of the Tracker dashboard and
navigation.



Access Tracker |-Q System
N

O Login to Tracker using EAS

0 For compatibility and security purposes, only
Internet Explorer 6 or greater is supported.
0 Access will be granted once:
0 User completes required training, AND

0 Request for access is submitted by campus/central HR
office.



Tracker 1-9 Terms/Definitions
-

0 I-9 Manager — Individual responsible for the
completion of an I-? for a new hire. |I-9 Managers
are assigned one of the following roles:

User will only see -9 information for the employees to
which assigned.

Power User will see |- information for the employees
to which assigned, as well as within the worksites they
can access.

0 Worksite — Defines the user’s security. -9 Managers
will only have access to certain worksites.



Tracker I-9 User Interface

Dq s h boa rd eTraCker Navigation Menu Bar
s | UNTVERSITY OF ILLINOTS
Home Page

Form I-9 Records | WebFax™ Inbox | E-Verify Cases | Reporting | News | Resources | Help

e

] Left Navigation

0 Displays an |

overview of

Find Employees

|

T ————y
Form I-9 Task Summary Top 10 Section 1 Due
Widgets

Enter Start Date in Section 2: 0 ‘ te  Employee Name Start Date

Form I-9 Section 1 Due: 0

Form |-9 Section 2 Due: O

-

E-Verify Due or Pending: 0

action items.

*, Search o
Employee Reverification Due: 0

by Name v

Audit Risk Exposure
i

°
0 Offers links to
popular Reports €3 1-9s with Curable Errors: 0
Th e m OST U S e d 2! section 1 Due (Employee) IZIE E\i::i(a:z:::giggnﬂemion: 1] Top 10 Section 2 Bue

[S) section 2 Due (Employer) #7195 with Incurable Errors: 0 DueDate  Employee Name Start Date

@ Section 3 Due (Reverification}

fe q TU re S G n d B E-verfy Submit Due Live Risk: University of lllinois

@ E-Verify Pending Due

= N— o~ VN i

reports.



Tracker I-9 User Interface
I

.. . (.
[ ) Dashboard 0 —oi 1| WebFax™ Inbox | E-Verify Cases | Reporting | News | Resources | Help
-9 Details Page —
<@ Back to Review 1-9 Records ©, Search

SKYWALKER, Luke Attach New Deete

O Displays a single -9
record, including: L e
Last Audit:None Terminated: None  Set
n I - 9 D q tq ( Section 1. Employee Information and Verification 7]

n I - 9 H isto ry Name And Identification

Last Skywalker First Luke Middle
Maiden Birth Date  4/16/1968 SSN Rt k- TE
[ ] [ ]
O Validation Alerts
Address

Street 101 Star Wars St. Apt#

I:I F ro m th iS p q g el YOU C q n S City Urbana State  lllinois Zip 61801

Employment Status

0 Enter |-9 information,

A citizen of the United States

inCIUding Chc’nges 1.0 form. Last Updated: 4/6/2011

# Section 1 Signed on: 4/6/2011

n P ri nT CI n I = 9 Recei pt ( P D F) ° 2 Re-sign Section 1 to Record Form I-9 Changes i Generate Employee Receipt (PDF)

n View repor‘l‘s qbou‘l‘ ‘I'he [ Section 2. Employer Review and Verification @
history of the |-9 record.

Edit Section 2




Tracker I-9 User Interface

B e
I M P o RTA N T: D o N OT’ | pashboard (R Bl Webkax™ Inbox | E-Verify Cases | Reporting | Mews | Resources | Help

Back to Review I-3 Records
@ “, Search

under any
° SKYWALKER, Luke Atah G DRE S )
circumstances: [@rscompiers | e

Next Action Needed: NONE

Last Audit:Mone w .'

[ ]
D E nte r Te r m I n d Te d ( Seetion 1. Employee Information and Verification @
Name And Tdentification

d t Last Skywalker First Luke Middle
q e [ Maiden Birth Date  4/16/1968 SSN 8T

Address

O Delete a completed S S
Form -9 (you will oo s

A citizen of the United States

need 1-0 ConthT HR if = Section 1 Signed on: 4/6/2011

2 Re-sign Section 1 to Record Form I-9 Changes _& Generate Employee Receipt (PDF)

Last Updated: 4/6/2011

one needs to be = N
deleted) ——




Obijective: Identify the five different methods by
which a Form [-9 can be initiated in Tracker, as well
as when and why each method would be used.

0 Single Use New Hire Login
0 One on One Method

0 Remote I-9 (WebFax)

0 Multi-use New Hire Login
m

Import Paper -9



Create New [-9: Five Options

0 Single-Use New Hire Login Email — using a system-
generated email to initiate the 1-9.

0 One on One Method — for use at the I-9 Manager’s
computer when new hire does not have access to a
computer or is encountering system errors.

0 Remote |-9 (WebFax) — when new hire will work at
a remote or off-site location, and is not physically
available to present the document(s) to a University
representative for inspection.



Create New [-9: Five Options

0 Multi-Use New Hire Login Page — sharing a url for
use in an offer letter, during a large hiring event or
at a public kiosk.

O Import Paper 1-9 — for special situations ONLY, such
as:

Reverification of an employee whose initial I-9 was
completed on paper

For new hires whose Form |-Q must be completed on
paper due to a system outage or error and then
imported into Tracker.



Option 1: Single-Use New Hire Login

=e.

0 Click Create New Hire @ Tracker

Login from left navigation ;,;-\L“

Manage Employees

or under Form |-Q Records kot

=>> Review I-9 Records

in navigation menu bar.

0 Worksite and I-9 Manager [ s
default to user name and
WorkSite; an be Chqnged Employment Location for New Hire  (ponot use this festure for employees under age 18)

. ) Employer University of lllinois -
q CCO rd I n g 1-0 U Se r S Worksite 220 - Materials Research Lab -
I-9 Manager  pusselman, User -

authority.

New Hire Section 1 Login Page Options

© Multi-Use New Hire Login Page

D S e I ecll. th e Si n g Ie- U se N ew Allows multiple employees to create a new Form |-9 and complete and sign Section 1 via a shareable link
() [ ] [ J ) <
Hire Login Email option.

@ Single-Use New Hire Login Email
j o the employee with a secure link to complete and sign Section 1

Note: Only Worksites and I-9 Managers that you are authorized to view will appear in the drop-down lists.



Option 1: Single-Use New Hire Login

O Enter the following:

Required fields:
[
L]

Employee's Name

Start Date (limit is 2 months
in the future)

Email Address
Employee ID (UIN), if
known.

Optional Fields: Middle
name, SSN, and Employee
ID (UIN).

O Click the Send New Hire
Login Email button.

[
[

Create Employee Login for New Hires - URL or Email - Form I-9 Section 1

Em p| oym ent Location for New Hire (Do not use this feature for employees under age 18)

Employer University of lllinois e
Worksite 220 - Materials Research Lab M
1-9 Manager  Musselman, User M

New Hire Section 1 Login Page Options

@ Multi-Use New Hire Login Page
Allows multiple employees to create a new Form -9 and complete and sign Section 1 via a shareable link

@ Single-Use New Hire Login Email
Sends a personalized welcome email to the employee with a secure link to complete and sign Section 1

Single-Use New Hire Login Email

Last Name First Name Middle Initial

Start Date Social Security # Employee ID

[F1Remote hire via Tracker WebFax™

Email Address

[ Send New Hire Login

Email |
ires .3 days after the Start Date

Note: If you enter a SSN that is already associated with an existing I-9 record, you will receive a
warning message and options to resolve the situation. Contact your HR office for assistance.




Option 1: Single-Use New Hire Login

O Verify all the data entered is correct.

0 Click OK when prompted (see below) to create a new
employee |-9 Record.

Message from webpage

& A new Form I-8 will be created for this employee and an email message
W will be sent immediately to enable the new hire to complete and sign

~ Section 1. Please review the Employer and Employee information and
click OK to confirm.,

| ok || cance |

0 A welcome email will immediately be sent to the employee:

Requesting employee complete Section 1 of the Form |-9
electronically on or before his/her first day of work.

Instructing employee to present documents to employer for
completion of Section 2 on or before third day of work.

0 The Form I-9 link expires 3 days after the Start Date.



Option 2: One on One Method

.. 4

0 1-9 Manager: @ Tracker

o Click Create New Form I-9 from left  [E criorems Duee
navigation or under Form |-Q Records in R
navigation menu bar.

0 Employee:

o Sits at your computer to complete
Section 1. (Do NOT input this o ) ()

Last First Middle

information on behalf of the T T ——
employee.)

Street Apt.#

1 Clicks Save and Validate. T —

Employment Status
est, under penalty of perjury, that | am (check one of the following):

O Proceeds immediately with signing | e

© Anoncitizen national of the United States &
A-Number:

Section 1 and presenting A o, [
document(s) for completion of | -
S eCTi o n 2 ° | @ section 1 has not been signed. Cick to display Signature box. |

Note: After employee has completed and signed Section 1, immediately proceed with Section 2.



0 Follow the steps to complete a

Single-Use New Hire Login.

In addition, check the Remote
hire via Tracker WebFax
option.

O A welcome email will

immediately be sent to the
employee requesting he /she
complete Section 1 of the Form
|-Q@ electronically on or before
his/her first day of work.

Option 3: Remote New Hire (WebFax)

Create Employee Login for New Hires - URL or Email - Form I-9 Section 1
Employment Location for New Hire  (po not use this feature for employees under age 18)
Employer University of lllinois

Worksite 220 - Materials Research Lab

1-8 Manager  Musselman, User

New Hire Section 1 Login Page Options

© Multi-Use New Hire Login Page
Allows multiple employees to create a new Form -9 and complete and sign Section 1 via a shareable link
@ Single-Use New Hire Login Email
Sends a personalized welcome email to the employee with a secure link to complete and sign Section 1

Single-Use New Hire Login Email

Last Name First Name Middle Initial

Start Date Social Security # Employee ID

Send New Hire Login Email
*Expires 3 days after the Start Date

Note: The email will include instructions for the employee on how to complete Section 2 of the Form I-9.
(See sample email and Remote I-9 information.)




Option 4: Multi-Use New Hire Login

=e.

. . @ Tracker
] CI ICk Create New lee B

Login from left navigation ;‘:-\L

Manage Employees

or Under Form |—9 Recor’ds in »> Create New Form I-9

=>> Review I-9 Records

navigation menu bar.

== Run Reports

0 Worksite and I-9 Manager
default to user name and

Create Employee Login for New Hires - URL or Email - Form I-9 Section 1

Employment Location for New Hire  (ponot use this festure for employees under age 18)

Employer University of lllinois -

worksite; can be changed

Worksite 220 - Materials Research Lab v

I-9 Manager  pusselman, User h

according to user’s authority.

0 Select the Multi-Use New
H i re L og i n Pq g e o p-l-i on . B Sends _a personalized welcome email to the employee with a secure link to complete and sign Section 1

New Hire in Page Options

© Multi-Use New Hire Login Page
i a new Form -9 and complete and sign Section 1 via a shareable link

Note: Only Worksites and I-9 Managers that you are authorized to view will appear in the drop-down lists.



Option 4: Multi-Use New Hire Login

0 Choose a URL
Expiration Date or
accept the default
value of one month
from date login is
created.

O Click the Generate
Shareable Link button.

O Click the Copy URL to
Clipboard link to save
the full URL which you
can Paste (Ctrl+V) into
an email, document, or
web page, as needed.

Create Employee Login for New Hires - URL or Email - Form I-9 Section 1

Em ploym ent Location for New Hire (Do not use this feature for employees under age 13)

Employer University of linois -
Worksite 220 - Materials Research Lab -
19 Manager  Musselman, User -

New Hire Section 1 Login Page Options

@ Multi-Use New Hire Login Page
Allows multiple employees to create a new Form -9 and complete and sign Section 1 via a shareable link

@ Single-Use New Hire Login Email
Sends a personalized welcome email to the employee with a secure link to complete and sign Section 1

Multi-Use New Hire Login Page

URL Expiration Date @  5/20/2011 [ Generate Shareable Link

]

Multi-Use New Hire Login Page

URL Expiration Date €@  5/29/2011 [ Generate Shareable Link

)

Direct new hires to this page to create a Form 1-9 and complete and sign Section 1

New Hire Login Link URL - Click to Open

== Copy URL to Cliphoard

Optional: Click New Hire Login Link URL to view what the new hire will see.




Option 5: Import Paper 1-9

20 e
. @ Tracker
0 To be used ONLY for special

° ° Liocoi i Form I-9 Records bFax™ I
situations, such as: Q :

Manage Employees

o Reverification of an employee whose
initial 1-9 was completed on paper.

o For new hires whose Form |-9 must be
completed on paper due to a Tracker
system outage or error — the paper |-9
must be imported into Tracker if this
oCCurs.

0O Click Import Paper Form |-9 under
Form [-Q Records in the navigation
menu bar.



Complete I-9 in Tracker: Section 1

Objective: Understand how employee completes
Section 1 in Tracker once the Form I-9 has been
initiated.



Employee Completes Section 1

0 For the following options, an employee will complete
Section 1 online:
Single Use New Hire Login
Remote |-9 (WebFax)
Multi-use New Hire Login
0 For the One on One Method, an employee will
complete section 1 at the I-9 Manager’s computer.

O On RARE occasions, an employee may need to complete
Section 1 on a paper I-9, which will then be imported into
Tracker.

IMPORTANT: In ALL situations, the employee must complete Section 1
on or before his/her first day of work for pay.




Section 1: Employee Info & Verification

0 Name: Employee must input his/her name in the correct
fields. Middle and Maiden Names are not required.

0 Birth Date: Employee must input his/her correct date of

birth.

0 SSN (Social Security Number): Required only for
employees being E-Verified. For all other employees,

this is an optional field.

0 Address: Employee must input his/her physical address
(must not be a P.O. Box) in the correct fields.

Name And Identification

[ Save and Validate ] ’ Cancel ]

Middle

S )




Section 1: Employee Electronic Signature

For the Single-Use, Multi-Use, and
Remote |-9 (WebFax) methods, the
employee will be required to
electronically sign Section 1 by
following the steps below:

o Verify name, which is pre-
populated.

O Create a password (5-25
characters). Employee does NOT
receive password prior to sitting
down at the computer to complete
and sign section 1.

0O Read attestation and click |
Agree.

o Click Sign Form 1-9
Electronically button.

Enter Information About Your U.S. Work Authorization

Employment Status *

| attest, under penalty of perjury, that | am (check one of the following):
@ A citizen of the United States

@ A noncitizen national of the United States &

© A lawful permanent resident & A-Numbe

@ An alien authorized to work until: (7] Admission # o

expiration date, if applicable (mm/ddiynyyy

Create a Password and Sign Electronically

& IMPORTANT: Review all the information entered in Steps 1, 2, and 3 and click the Sign Form [-9 Electronically button. If for any
reason you are unable to complete this Form 1-9, contact your hiring manager or HR representative

Employee Signature

Print Employee Name Vilma Rubble

“*IMPORTANT: YOU ARE SIGNING A U.S. GOVERNMENT FORM™

As part of your electronic sit e, create a pa d of your
letters and numbers and be between 5 and 25 characters.

i You can enter any password that contains only

Password: (I L7}
Confirm: sesee

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

| Agree[]

—"

——
Sign Form I-9 Electronically D

Note: If employee needs to modify and sign Section 1 at a later date, the password can be reused.




Section 1: Employee

For the One on One Method, the employee
will be required to electronically sign
Section 1 by following the steps below:

o Click Save and Validate.

Click Section 1 has not been signed.
Click to display Signature box.

Verify name, which is pre-populated.

O Create a password (5-25 characters).
Employee does NOT receive password
prior to sitting down at the computer to
complete and sign section 1.

O Read attestation and Click | Agree.

Click Sign Section 1 button, or Cancel to
cancel the signing and continue to edit
the 1-9 record.

Electronic Signature

Section 1. Emplovee Information and Verification &

Name And Identification Edit Section 1
Last Lee First Su Middle

Maiden Birth Date  12/24/1982 SSN

Address

Street 15 Dreamy Ln. Apt#

City Silver Lining State Hawaii Zip 65325

Employment Status

Employee Is:
A citizen of the United States

A —
@cﬂon 1 has not been signed. Click to display Signature boD
\ /

d

Last Updated: 5/6/2011

Employee Signature

Print Employee Name Su Lee

**IMPORTANT: YOU ARE SIGNING A U.5. GOVERNMENT FORM™*

As part of your electronic si &, create a pa: d of your ch
letters and numbers and be between 5§ and 25 characters.

ing. You can enter any password that contains only

Password: (2]
Confirm:

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

| Agree [

Display Paper Signature
Show Preparer and/or Translator Certification

Sign Section 1 Cancel

~——  —

Note: If employee needs to modify and sign Section 1 at a later date, the password can be reused.



Section 1: Employee Receipt

0 For the Single-Use, Multi-Use, and Remote |-9 (WebFax) methods,
the employee will be presented the option to Print Form |- Receipt.

Print Form I-9 Receipt

Q COMPLETE: Remote Hire process has been completed

1. Print Form 1-9 Receipt

2. You must present original identity and work authorization documents to your employer or its representative for verification
as required by law. Refer to the instructions in your Form 1-9 Receipt for more information and contact your employer if you
are unable to present documents for any reason.

< Print Form I-9 Receipt )

O For the One on One Method, the employer is required to offer a
receipt to employee.

After employee signs Section 1, click Generate Employee Receipt (PDF).

& Section 1 Signed on: 4/19/2011
# Re-sign Section 1 to Record Form I-9 Changes @erate Employee Rece@

O At any time after signing, 1-9 Manager can click on Generate
Employee Receipt (PDF) link (shown above) to display and print the
latest employee receipt.




Section 1: Employee Electronic Signature

O For all methods (except Import I-9), the employee will be
required to electronically sign Section 1.

0 Upon completion of electronic signature:
Tracker will generate a signature date, which cannot be changed.

The PDF version/Employee Receipt will show “(Accepted
Electronically)” in the Employee’s Signature field.

LTI T, TOTS kll“'.l.qum.ﬁl.l-
Form 1-9, Employment
Eligibility Verilication

Department of Homeland Security
115 Citizenship and Immmigration Services

Reml instroctions carefully before completing this form. The instroctions must be available during completion of this form.

ANTI-DMSCRIMINATION NOTICE: It is illegal to discriminate against wor k-authorized individuak. Employers CANNOT
specify which docu me b s) they will accept from an employee. The refusal to hire an individual because the documents have a
future expiration date may also constitute dlegal discrmination.

wse of false docu ments in connection with the
completon of this form

—
Secton 1. Employee Infor maton and Verificaton (To be compleied and sigred by employee at the time employment baging )
Primt Name:  Last Fizm Midde Initial | Maiden Name
Skywal kax Luk=
Acddrens fSoaa o cosd Maoehar ) Api ¥ e of Birth fwoeshidayduear)
10l Star Wars 3t. 2/16/1968
Tty e i Code Hocial Requrity ¥
Urbana Illinois &1801 @ E kR TETS
latest, snder pena by of parjary, tha | am icheack ome of dhe folloemg):
I am aware that federal bw provides for pey el e "
impr isonment andor fines for fake statements or M) A diieem ofthe Uniead Snien

|:| A, momecit wem i omal of dhe United Staes (e imstnactions)

[ A wfisl pesma st resides: { Alies #)

D Am al s audieom ed do work ( Alen § or Ao ssion §)
il {expimtion date, if agpliakile - mmomliday o)

Dl groemtbidayhear] 4 0

6/2011

PENTEORr Ve & Mgt
< [Accepted Electronically)
_—



Complete |-9 in Tracker: Section 2

Obijective: Understand how you (I-9 Manager)
complete Section 2 in Tracker once employee
has completed and signed Section 1.



Section 2: Employment Verification

Documents
e ...
0 I-9 Manager clicks the Edit Section 2 button to change

to Edit Mode and enter or modify information in one or
more fields.

Section 2. Emplover Review and Verification &

|  Edit Section 2

0 When the documents have not yet been selected on the
Form |-9, the following is shown.

Mo Document Selected Mo Document Selected No Document Selected

Issuing Authority Issuing Authority Issuing Authority

Click to Select Documents from ListA, B, C

Document # | | || Document £ | Document # |

Expires Expires Expires

O List A, B, and C boxes are disabled and you must click
on the link to select the appropriate documents.



Documents

Select List A, OR List B and List C
documents by clicking on document
name in appropriate list(s).

Select the document(s) presented by
employee.

When selected, the document type is
highlighted and a full description
appears below document name along
with a More Info link.

Click the More Info link to view
sample images and additional usage
notes associated with that document
type.

Click OK to continue.

Section 2: Employment Verification

Employment Verification Documents

The employee must present one document from List A OR one document from List B and List C

‘ COMPLETED: Click OK to continue and enter document details

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

Driver's License or Non-
driver's ID Card

Driver's license or 1D card

possession of the United
States provided it contains a
phatograph or information
such as name, date of birth,
gender, height, eye color
and address.

More Info

issued by a state or outlying | |=

U.S. Military card or draft
record

Military dependent's ID

Social Security Account
Number Card

Birth Certificate (U.S.)

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

More Info

Certification of Birth Abroad

Certification of Report of

Birth

Additional Document Information

Driver's License or Non-driver's ID Card

Description Additional Info

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

Note: Documents available for selection are based on employment status indicated in Section 1.




Section 2: Employment Verification

Documents

0O Enter Document Details:

View the employee’s original, unexpired documents in detail.

Certify that the employee’s original documents reasonably
appear on their face to be genuine and relate to the employee.

Enter the applicable information.

0 Tracker |-9 displays error messages when invalid data is
entered into any of these fields; data must be corrected in
order to proceed and save Section 2.

None Driver's License or Non- Social Security Account
driver's ID Card Number Card

Issuing Authority Issuing Authority
DMV Social Security Administration

Document # Document #

Expires Expires

File Attachment & File Attachment @

Browse... Browse...

Note: If List A is selected, List B and C are disabled. If List B and C are selected, List A is disabled.



Section 2: Employment Verification
Documents
0 Changing Selected Documents:

If you make a mistake or employee decides to present
other documents, click on Clear Documents link, which
will reset the document selector.

Clearing the documents also clears any data entered
for the previously selected documents.

Employment Verification Documents @

< Clear Documents [

ﬁﬁﬁﬁﬁ Pieisrmete | jmmpmm o mop Bl Commim] ©ommypidur b ommmy
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Section 2: Employment Verification
Documents

0 Per University procedures, DO NOT retain copies,
whether in paper or electronic format, of employees’
documents or the Form 1-9. Copies of employee
documents must NOT be stored with the Form 1-9 in
Tracker.

0 In limited E-Verify related cases, some documents will
be retained. This exception will be handled by the
campus/central HR office.

0 Note: Employing units who copy documents for other
legitimate employment purposes unrelated to the Form

-9 must store those copies in a secure location
SEPARATE from the Form |-9 in Tracker.



Section 2: Employment Verification
Documents

Document Receipt Rules:

O An employee can, in some instances, provide a document receipt
instead of an original document, and the receipt information can be
stored in Tracker 1-9.

0 To input and handle document receipts:

Select the correct set of documents and enter all details
available, including expected document numbers and expiration
dates where possible.

Check the Employee presented an acceptable receipt checkbox
in the Notes and Tasks area of Section 2.

Follow the instructions and check off whether the receipt was for
the List A, List B, or List C document presented.

Notes and Tasks (Internal Use Only)

Social Security Card is pending. « Employee ID  aaBBCC112233

[C1Employee hired for three days or less

mployee presented an accepta
in lieu of an original document for: &
© ListB @ ListC
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Section 2: Employment Verification
Documents

Document Receipt Rules (cont.):
O Sign Section 2 as normal to meet compliance regulations.

O Employee will need to return to the 1-9 Manager and
present actual document(s) within 20 days of hire date;
email reminders will be automatically sent to the -9
Manager from Tracker when original or replacement
documents are due.

0 When the new document is presented by the employee, the
-9 Manager should:
Access the 1-9 record in Tracker

Uncheck the Employee presented an acceptable receipt
checkbox

Enter the updated document information
Re-sign Section 2



Section 2: Employment Information

O Employer — University of lllinois is pre-populated.

O Worksite — Options default based on I-9 Manager’s
permissions. Select the employee’s worksite.

O 1-9 Manager — Defaults to I-9 Manager who is logged into
the system.

0 Employee began employment on: — Enter the date the
employee began (or will begin) work for pay.



Section 2: Notes and Tasks

O Internal Notes — Enter ONLY factual information, which
supports an employee’s I-9 record.
With each note, include initials and date.
Do NOT erase notes entered by another |-9 Manager.
Examples include: I-94 Expiration D/S; Began work on Sunday.

0 Employee ID — Enter employee’s UIN. This information can
be entered at any time and is a University required field.

O These fields can be modified without re-signing Section 2.
Notes and Tasks (Internal Use Only)

-94 Expiration D/S. « Employee ID 553648578
[-20 N00012 expiration listed above.
[C]Employee hired for three days or less

[C Employee presented an acceptable receipt
in lieu of an original document for: &

-

Note: This information does not appear on the printed [-9.



Section 2: Employer Electronic Signature

After I-9 Manager completes Section 2,
he /she must electronically sign by
following the steps below:

o Click Save and Validate.

Click Section 2 has not been signed.
Click to display Signature box.

O Verify Name and Title, which should
already be populated based on login.

O Read attestation and Click | Agree.

o Click the Sign Section 2 button, or
Cancel to cancel the signing and
continue editing the 1-9 Record.

Upon completion of electronic signature:

Tracker will generate a signature date,
which cannot be changed.

The PDF version will show “(Accepted
Electronically)” in the Employer’s
Signature field.

Do t# M2456789 0 e 2504
Expiration Date 412312013
View Attached Document View Attached Document
Employer University of lllinois
Worksite 608 South Wright Street, Urbana, Illinois 61801
1-9 Manager Musselman, User

Employee began employment on (Start Date): 4/19/2011
Notes and Tasks (Internal Use Only)
Employee ID 651928691
Employee will work for three days or less
Document Receipt Provided

List A List B List C

Last Updated: 411972011

PSS, et o —
@ecﬂon 2 has not been signed. Click to display Signature boD
TeeS—— I

Employer Verification

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-
named employee, that the above-listed document(s) appear to be genuine and to relate to the employee named, that the
employee began employment on Tuesday. April 19. 2011 and that to the best of my knowledge the emplovee is
eligible to work in the United States. (State employment agencies may omit the date the employee began employment.)

Print Name: |\/usselman, Use Title: |HR Coordinatc

“*IMPORTANT: YOU ARE SIGNING A U.S. GOVERNMENT FORM***

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

| Agree [

Display Paper Signature

Sign Section 2 canddl

—




Complete |-9 in Tracker: Section 3

Obijective: Understand how you (I-9 Manager)
complete Section 3 in Tracker for an employee
reverification and /or name change.



Section 3: Updating and Reverification

0 Update or reverify an employee’s work
authorization — must be completed prior to the
expiration of an employee’s current work
authorization.

0 Make an employee name change.

IMPORTANT: U.S. citizens and noncitizen nationals NEVER need reverification
for the following:
= Expired U.S. Passport or Passport Card or Driver’s License
= Alien Registration Receipt Card/Permanent Resident Card (Form 1-551)
= List B document that has expired




Section 3: Employee with Paper |-9

0 Send an email to the campus/central HR office,
including the following information:
Employee’s Name, UIN, and Current Hire Date
Worksite
-9 Manager

O HR will create an electronic version of the employee’s
paper I-2 in Tracker and assign the worksite and |-9
Manager based on information received.

0 HR will notify the 1-9 Manager via email when he/she
can proceed with completing Section 3 in Tracker (see
following instructions regarding Employee with Electronic

1-9).



Section 3: Employee with Electronic I-9

0 The Updating and Reverification Page is accessible
by clicking the >>View Section 3: Updating and
Reverification button at the bottom of the I-9
Details Page.

1-9 Manager Musselman, User

Employee began employment on (Start Date): 472012011
Notes and Tasks (Internal Use Only)
Employee ID
Employee will work for three days or less
Document Receipt Provided

List A List B List C

Last Updated: 4/20/12011

H Section 2 Signed on: 4/20/2011

2 Re-sign Section 2 to Record Form -9 Changes

E—

<L} = View Section 3: Updating and Reverification J>

Pe—————— —




Section 3: Employee with Electronic

Reverification of employment

authorization:

0 Click on Add New Section 3.

0 Do NOT complete the New
Name section (unless there is

also a name change).

0 Click on Select
Document button and
select o document from
List A or C as you would

when completing Section
2.

Section 3: Updating and Reverification. ¢

I-9 Record Summary Information (Current)

Name Rubble Wilma G.

Maiden Name:

Birth Date 11/4/1900

88N ***++ 656

Address 262 Tyrannosaurus Dr. Apt. #
Bedrock, Minnesota 54879

Status: An alien authorized to work until 6/1/2011 12:00:00 AW
A-Number:
Admission # 12345678912

EmployeelD

Start Date 5116/2011

DocumentListA:  Foreign Passport with 1-94 , Issued By: France

Document # #*#* 6789, Expires: 5/6/2015

Section 1 Signed 5/9/2011
Section 2 Signed 5/9/2011
Last Reverified MNone

Terminated MNone

= =
((  Add New Section3  |)

e S—————

-9

Section 3. Updating and Reverification @ [ Sign Section 3 and Save to History

” Cancel ]

MNew Name (if applicable)

Last First Middle

Mote: The primary name for this employee will be updated if a New Name is entered.

—

(mmJddiyyyy)

Mote: Terminated date will be cleared if Rehire Date is entered.

Employment Verification Documents

If employee’s previoug grant of work autherization has expired, provide the information below for the document that establishes current

empl

Select Document




Section 3: Employee with Electronic I-9

Reve rific O Ti o n (Co nT. ) : Employment Verification Documents

If employee's previcus grant of work autherization has expired, provide the informatien below for the document that establishes current
employment eligibility.

0 Complete the o
applicable fields rerton Frsspervin
Si m i I q r 1'0 fi I I in g OU‘I‘ = Employee presented an acceptable receipt in lieu of an original document

| Browse... |

Section 2.

I:I C I iC k S i g n SeCii o n 3 Employer Verification

CERTIFICATION - I attest, under penalty of perjury, that to the best of my knowledge, this emplovee is eligible to
work in the United States, and if the employee presented document(s), the document(s) I have examined appear to

and que ‘l'o Hisi'ory be genuine and to relate to the individual
bUffon. Print Name: | Mlusselman. Use Title: [HR Coordinato

“*IMPORTANT: YOU ARE SIGNING A U.S. GOVERNMENT FORM**
1 am aware that federal law provides for imprisonment and/or fines for false statements in

D CO m p I ell.e e I e CII. ro n ic connection with the completion of this form.

| Agree [¥]

signhature as in e e

SeC'ﬁon 2. ﬁ%ection3and Saveto

\ /




Section 3: Employee with Electronic I-9

O For a Name Change:

Click on Add New
Section 3.

Scetion 3. Updating and Reverification @ Sign Section 3 and Save to History ] [ Cancel

New Name (if applicable)

Last First Middle

Note: The primary name for this employee will be updated if a New Name is entered.

Complete New Name
information ONLY.

No document information
is required.

Click Sign Section 3 and
Save to History button.

Complete electronic
signature as in Section 2.

Employer Verification

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

Print Name: Title:

“**IMPORTANT: YOU ARE SIGNING A U.S. GOVERNMENT FORM**

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

| Agree

Display Paper Signature

ﬁction 3 and Save t

\ /




Tracker Validation Alerts

Objective: Recognize the Validation Alerts in
Tracker, including which alerts must be corrected
before proceeding.



Validation Alerts

O Appears to the right of the I-9.

0 Provides error and warning alerts to
ensure the Form [-9 record is
completed and signed in a compliant
manner.

0 Each time Section 1 or Section 2 is
saved, the Validation Alerts Processor
analyzes the data fields and lists the
set of errors and warnings.

il SSM I3 hlank

) Adaress is Mank
£} City is Dlank

€ State is blank

€ Zip code is blank

I Section 1 requires Employes
Signature

I Section 2 Alerts

£ Selected document ipes are nat
walid

£} Document 1 1ssued By not
specilied

£ Document 1 Mumber not specified

Ly Cocument 1 Expires date not
Spacifed

£ waorksite Address not specified

Key: € &




Validation Alerts

5 blank

1]
€} Airess
£ Cily i5 blank
€) State s blank

€ 7ip code is blank

!:.'%'_‘h"" 1 requings Employes

~| 0 Curable Error

0 Must be corrected before that section can be
signed.
O When you try to sign or re-sign Section 1 or 2, a

red error message will appear if there are curable
errors that must be fixed.

Signature

I Section 2 Alerts

£ Selected document bipes are nat
walid

£ Document 1 lssued By not
specihed

€3 Document 1 Mumber not specified

L Document 1 Expires dabe not
Specifed

€3 Worksite Address not specified

Key: @ & 0

0 Woarning

o0 General areas to be concerned with, including
optional data fields that you may have missed by
mistake, such as middle name, SSN.

O Provide useful assistance and suggestions.

0 Incurable Error

o Errors that cannot be fixed given the existing data
in the 1-9 record (i.e. timing of completion of 1-9).

o Will appear in the Compliance Alert Report so that
notes can be added in the Notes and Tasks field to

explain the reason for non-compliance.




Obijectives: Understand how to utilize the following
additional Tracker functions.

0 Utilize the dashboard widgets.
0 Search for an -9 record.
0 Edit an existing electronic [-9.

0 Find guidance on the Tracker system and
completing an [-9.



Using the Tracker Dashboard

0 On the dashboard, you will see the

following widgets:

Form I-9 Task Summary — displays the 1-9
records with next actions due for records that
the user has access to view/modify.

Audit Risk Exposure — displays key statistics
related to |-9 compliance; stats in top half
are related to I-9 records that the user has
access to view and fix. The gauge is for the

entire University.

Top 10 Start Date Missing - displays a

report of records where start date was left
Top 10 Start Date Missing

blank.

Note: Click the links in the
widgets to drill down for further
information.

= = = = =

Date Created Employee Name

414201 S0LO, Han

42002011 RED, Ruby

428201 OPAL, White

41282011 SAPPHIRE, Blue

429201

FLINTSTOME, Roberta

Start Date
?
?
?

?

?

Form |-9 Task Summary

Enter Start Date in Section 2: 9
Form 1-9 Section 1 Due: 14
T
Form 1-9 Section 2 Due: 9
'+ KN
E-Verify Due or Pending: 8

o KN
Employes Reverification Due: 3

I ¢+ .

Audit Risk Exposure

© 195 with Curable Errors: 10
&1 19s that are Overdue: 27
E E-Verity Cases Needing Attention: 8

&7 1.9 with Incurable Errors: 1

Live Risk: Tracker Corp

e —

AA

Take Action Now
Last Measured 6472010 10:34:35 AM

Red = critical
Yellow = warning
Green = not yet urgent



0 Widgets (cont.):

Top 10 Section 1 Due — displays
a list of records where Section 1
has not been completed and
signed.

Top 10 Section 2 Due — displays
a list of records where Section 2
has not been completed and
signed.

Top 10 Reverify Due — displays
a list of records where the
employee requires reverification
of work authorization.

Using the Tracker Dashboard

Top 10 Section 1 Due View All
Due Date Employee Hame Start Date
@ a0 GREEN, Emerald 412512011
D 5162011 SMITH, Jose 5162011
Q@ &M2011 FLINTSTOME, Fred &M1/2011
Top 10 Section 2 Due View All
Due Date Employee Hame Start Date
@ 4212011 KEMOEBI, Obi W 4182011
Top 10 Reverify Due View All
Due Date Employee Hame Doc Expires

Q 43002011 WHITE, William

3002011

Note: Click the employee name to
access the 1-9 record, or click
View All to view a full report.




Search for an |-9 Record
I

O From the dashboard, you can search for an I-9 record in the
left navigation.

rFlnd Employees
“, Search

b‘y Name -

0 Also, a Search Box appears on every internal page.

Cases | Reporting | News | Resources ‘ Help ‘

“, Search by Name - m

O You can search by the following criteria:
0 Employee Name

O Social Security Number

o Employee ID (UIN)
1 Notes



Search Tips

=l
0 Search by Full Name:
o0 Smith, John — to find all employees named John Smith.
O John Smith — to find all employees named John Smith.

O Smith, - to find all employees with the last name Smith,
regardless of first name.

o0 Smith, J — to find all employees with the last name Smith
and the first initial J.

0 Search by SSN: Must be entered as the standard 9
digit SSN with or without dashes (123-45-6789 or
123456789).

O There is no wildcard.



Edit an Electronic -9

0O To make a COI:I‘eCTIOH, access h"
M Employment Verification Documents
the employee’s |-9 and click
Il'I‘]e Edli bU'l""on In Il'I‘]e U.S. Passport or U.S. Passport Card None None
appropriate section. socumanes tsarsen
I:I After Chqnges Clre que, II-he Re-agnSectwonz‘
-9 must be re-signed. 3(—9—U— e
#|_Re-sign Section 2 to Record Form I-9 Changes
O A note must be added in the " [Prmosemmay "
Notes and Tasks field when a 1 iew 1 Changes since Los sianed
change to the 1-9 is made. i 1
o Click Signed Form 1-9
Change Report to the right of L
the |-9 Details page to see all p o
Chqnges. Musselmsn, User
= Bt
IMPORTANT: Only the employee can make a change to Section 1. Only i
the I-9 Manager who viewed Section 2 documents can re-sign Section 2. B Szt rorm 19 Chmsas R




Tracker and -9 Help

0 To view online help resources, click Help on the
navigation menu bar.

@ Tracker UNIVERSIT

URBANA-CHAMPAIGN
Form I-9 Records | WebFax™ Inbox | E-Verify Cases | Reporting | News ResourﬁHelp

0 Under the Help menu, you can view the following:

Tracker 1-9 User Manual (PDF) — a simple manual that can
be saved and/or printed.

Tracker 1-9 User Manual Website (Online) — a dynamic
manual. User can browse by topic or search by keyword.

Tracker I-9 User Manual

Select from the following options to read, save, and print the user manual for Tracker I-9. The softy
on each feature and provides guidelines to enhance productivity. Reviewing the user manual and wq
that your organization manages the Form I-9 process in an accurate and compliant manner.

@ Tracker 1-9 User Manual (PDF)
The help file in Adobe PDF format for saving to your computer and printing as a user manual.

@ Tracker I-9 User Manual Website (Online)
The user manual website where you can browse by topic and search for helpful information.




Tracker and 1-9 Help

0 The University of lllinois University Human Resources
(UHR) website includes links to the following:
Form |-9 Checklist

Remote Hire Form I-9 materials

U.S. Citizenship and Immigration Services (USCIS) Handbook
for Employers — Instructions for Completing Form 1-9 (M-

27 4)

University of lllinois Employment Eligibility Verification Policy
& Procedures

Frequently Asked Questions

Tracker Training and Materials

UHR Website: https://hr.uillinois.edu/PolicyCompliance/Toolkit/ GuidanceRes/EmploymentEligibility.cfm



https://hr.uillinois.edu/PolicyCompliance/Toolkit/GuidanceRes/EmploymentEligibility.cfm�
https://hr.uillinois.edu/PolicyCompliance/Toolkit/GuidanceRes/EmploymentEligibility.cfm�
https://hr.uillinois.edu/PolicyCompliance/Toolkit/GuidanceRes/EmploymentEligibility.cfm�

TRACKER I-9
EXAMPLES

- University of lllinois

Revised 5/2011



U.S. Citizen — Section 1

Section 1. Emplovee Informartion and Verification { To be completzd and signed by employvee o the time employment beging
58
Name And Identification Save and Validate | Cancel |
Last Emoloves First Middle Social
ploy
Security # is
Maiden | I?-:I:rt.:a.f;te [11114119560 IS#E:LM |123-44-5565 <—_| optional
T unless
e .
employee is
address 7 .

b Address subject to E-
canbeany | sweet  yJ173 main st Apt.# | Verify
address ] ]
except a City [Anywhere State =] ZipCode [12345
P.O. Box

Employment Status
Empol | attest, under penalty of perjury, that | am (check one of the following):
ployee > A citizen of the United States

[11 - . - —
selects “A A noncitizen national of the United States @ )
citizen of A lawful permanent resident @ A-Number: | S e B
the United 0 An alien authorized to work until: | © Admission #: | v
States “ expiration date, if applicable (mm/ddiyyyy)

@ Save and Validate Cancel
@ @ section 1 has not been signed. Click to display Signature box.

1. Employee must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 1 has not been

signed. Click to display signature box.” link.




U.S. Citizen — Section 2:

]
Issuing
Authority

defaults, and
currently

cannot be
changed.
Unit enters
Passport #
and
Expiration
Date

Passport Presented

Enter date

Save and WValidate

.S, Passportor U.S. Mone Mone
Passport Card
L~
Issuing Authority \
|US Department of State | Note that Lists B
bocument # 20007237 | — and C are both
| grayed out and
Expires B/7/2016 ’7 .
Ly ! ) not editable
File Attachment % o ©
| _Browse..| I-9 Manager must
choose worksite if they
Uni ity of lllinoi et .
Fmployer [University of llinois - are authorized for
Worksite IU 1 KW 567001 - Mathematics Teaching =k more than one. |If on|y
19 M Menacher. Cath - .
anager ! - one, the worksite
Employee began employment on >
defaults
Motes and Tasks (Internal Ugz€ 'Only)
< Enter UIN, if known
employee began work for pay =] \\_Employee ID [ssooooats !
I Employee hired for three days or less
I Employee presented an acceptable receipt
in lieu of an original document for: &
~1 e - -

I Cancel I

1. 1-9 Manager must click the Save and Validate button before they can electronically sign the form.

2. After form has been validated by the system, employee will need to click the “Section 2 has not been
signed. Click to display signature box.” link. Click the “| Agree” box in the Attestation section, and click on the
Sign Section 2 button.




U.S. Citizen — Section 2:
Drivers License and Social Security Card Presented

DMV MNone Driver's License or Mon- Social Security Account ) :
driver's ID Card MNMumber Card Social Securl'ry
y . . .
dequITS bUT Issuing Authority (ssuing Authority \ ( Issuing Authority \ AdmInISfI’GTIOH
can be | |IIIinDis |S|:|n::ial Security Administration <— defaults and
changed to [m%; Document # [E123456789 Document # [333-33-3333 currently cannot
- be changed
add Issuing Expir [ \Expires [ar15/2012 DA Expires > 9
. . . N
State. Unit | ;. | Note that List A is TP prra—— L Fiie Attachment ©
enters grayed out and | Srowese [ ||| |
Drivers not edi'rdble -9 quc‘ger must choose

. Empldy _Mois =1 worksite if they are
License # i
Worksite U 1 LH - Beckman Institute =] < authorized for more than
Clnd 1- ager Menacher, Cath one. If only one, the

Expquhon Employee began employment on( [osmooerzo11 % Enter date employee worksite defaults

began work for pay
Date under Motes and Tasks (Internal Use Only)
List B, and — .
o = @e . |555555555/é' Enter UIN, if known
Social
. I Employee hired for three days or less
Security #
. I Employee presented an acceptable receipt
Under List C in lieu of an original document for: &

vl € List A = List B = List C

@ Save and Walidate I Cancel
@l ' section 2 has not been signed. Click to display Signature box.

1. 1-9 Manager must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 2 has not been signed. Click to display
signature box.” link. Click the “l Agree” box in the Attestation section, and click on the Sign Section 2 button.




Permanent Resident — Section 1

- Section 1. Emplovee Information and Verification (7o be completed and signed by emplovee at the time emplovment beging.,
i m=H Save and Validate Cancel .
Name And Identification | | Social
Last [Employee First [Hapey Middle | Security # is
tional
Maiden I Birth Date |-1-1,'-14J-195[| S5N I <— optiona
[ ety ) [ - ) Un|e$S
The employee is
address Address subject to E-
Verif
can be any Stree—> |-1 Main St. Apti# I Y
address . :
City [Anywhere State ||llinois =l ZipCode [g1820
except a
P.O. Box
Employment Status The A-Number is the
Emol | attest, under penalty of perjury, that | am (check one of the following): A# displayed on
mployee A citizen of the United States cards issued prior to
selects the A noncitizen national of the United States @ / May 11, 2010.
“A lawful & Alawful permanent resident @ A-Number: |+123-456-789] (as e #2) | Cards issued on or
permanent " An alien authorized to work until: | € Admission #: | o after May 11, 2010
expiration date, if applicable (mmJ/ddiyyyy) use the USCIS # as

resident” || T T T TR
@ Save and Validate | Can the A-Number

displayed on the new

cards. The letter A
@ @ section 1 has not been signed. Click to display Signature box. must be entered in
front of the number.

1. Employee must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 1 has not been
signed. Click to display signature box.” link.




Permanent Resident — Section 2:
Permanent Resident Card Presented

1

. Permanent Resident Card or MNone MNone

Issumg Alien Registration Receipt
Authority Card

/ .
defaults to ( Issuing Authority \ NOTe ThCﬂ' LISTS B

LUSCIS
USCIS; no ! | and C are both
change is Document # [SRCO000000001 [ grayed out and
r&eeded. —> || Expires 72017 | | not editable
nit enters
Document # File Attachment L 7] L 7]
(found 0 BT/ I-9 Manager must
ound on ..

reverse of card choose worksite if they
STGI"Ting with Employer IUniversity of lllinois LI are OIU'rhorized fOI"
'rhree Ie'r'rers Worksite IU 1 BN 567002 - Mathematics Research vk more Thqn one. If Only

- I her, Cath .
other than USA 19 Manager [#enacher. Ca < Enter date employee began | On€, the worksite
foIIowed by -IO Employee began employment onC |05..-gg..-20-1-1 =

work for pay defaults
numbers), and Motes and Tasks (Internal Use Only)
. . \ .
the EXpII’GTIOﬂ ;I Employee 1D IESUDUUD&/ e EnTer UIN, |f knOWn
Date
I Employee hired for three days or less

I Employee presented an acceptable receipt
in lieu of an original document for:

LI i e i

Sawve and Validate I Cancel I

# section 2 has not been signed. Click to display Signature box.

1. 1-9 Manager must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 2 has not been signed. Click to display
signature box.” link. Click the “I Agree” box in the Attestation section, and click on the Sign Section 2 button.




F1 Visa Holder- Section 1

Section 1. Employee Informartion and Verification {To be completzd and signed by emplovee at the time employment begims,

- Name And Identification Save and Validate | Cancal
Last [Empioyes First [Fanpy Middle | Social
Security # is
Maiden I Birth Date |-1-1,'14J-195|:| S5N I <— oobtional
| mmede iy b \zz.zz.zsoa p
unless
The Address enl;?lozl;ee :
address Street nptt subject to E-
1 Main 2t . H
canbe any | ——— |1 1ain I Verify
address City [Anywhere State llineis =] Zip Code IE1E!2EI
except a
P.O. Box Employment Status
| attest, under penalty of perjury, that | am (check one of the following):
Employee A citizen of the United States
selects the A noncitizen national Df.thE United States @  ANumber.
“An alien A lawful permanent resident -Humber: (A Tha Admission # is
. —> & An alien authorized to work uR & Admission #: ( |12345678923 <O —— e Admission or
authorized R .
expirstiermdate, if applicable immi/ddiyyyy) D t # sh
to work . epariure shown
ontil” Expiration date is the “not later than” date in Section 5 ( 1. ) Save and Validate | J on the 1-94
on the 1-20 N—

2 @ Section 1 has not been signed. Click to display Signature box.

1. Employee must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 1 has not been
signed. Click to display signature box.” link.




F-1 Visa Holder — Section 2:
International Passport and |-94 Presented

Country issuing Passport

Passport #

Expiration Date of Passport

o

Admission/Departure # from
the 1-94

Expiration date is the “not
later than” date in Section 5

of the 1-20; this is a temporary

format until Tracker updates
the system to the new M-274
requirements.

Foreign Passport with 1-94 MNone None _
@uing Authority
[Republic of China | | .
Note that Lists B

Document # [123456789 | and C are both
| Expires > [9/2172018 | grayed out and
For 1-94 Only (2] o not editable
w#msnooooonm
Expires ;losnafzmz }
File Attachment |_9 Mdnqger must
| Browse. .. I

choose worksite if
Employer |Ur‘|iwersit‘3.r of lllincis Ll The)’ are GUThorized

Worksite

|U 1 LH - Beckman Institute

=< for more than one.

In the Notes/Tasks box,
enter the actual expiration
date of the 1-94 (D/S),
note the 1-20 including the
SEVIS Number and actual
expiration date of the
I-20, and include your
name and date.

1-9 Manager

Employee began employment or( |g5;gg;2011 D7}

Motes and Tasks (Internal Use Only)

|Menacher. Cathy

Enter date employee If only one, the

began work for pay worksite defaults

1-94 expiration date /S Cathy Menacher 5/9/11
1-20 MO0QOFY7VT7T: exp. date 5/13/12 Cathy

Menacher 5/9/11

Enter UIN, if known

—
= (Employee ID Issouoy

IT Employee hired for three days or less

I Employee presented an acceptable receipt
in lieu of an original document for: &
- e r‘

@ Save and Validate Cancel

()

@ section 2 has not been signed. Click to display Signature box.

1. 1-9 Manager must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 2 has not been signed. Click to display
signature box.” link. Click the “I Agree” box in the Attestation section, and click on the Sign Section 2 button.




J-1 Visa Holder - Section 1

Section 1. Emplovee Information and Verification { 7o be completzd and signed by emplovee at the time emplovment beging

The
address
can be any
address

except a
P.O. Box

Employee
selects the
“An alien
authorized
to work
until”

Name And Identification

Save and Validate I

Cancel |

Social

Last IEmmeEE First IHapp'ﬁf Middle I
Maiden I Birth Date I-]-”-MJ-]QED S5N I
(i) (B SR
Address
Apt.#

——Streety |1 Main St

—_—

City |Anywhere State lllingis

Employment Status

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

" A citizen of the United States
A noncitizen national of the United States &

A lawful permanent resident P —

& An alien authorized to work until(

expiratw;}licable (rmdddiny)

 A-Number:

& Admission #: ([123¢567892¢)

Security # is
optional
unless
employee is

—— subject to E-

x| ZipCode [51a20

Verify

[ A

Expiration date is the “To” date in Section 3 on the DS-

2019

L

The Admission
# is the
Admission or
Departure #
shown on the I-

94

@ Save and Validate |

)

# section 1 has not been signed. Click to display Signature box.

1. Employee must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 1 has not been
signed. Click to display signature box.” link.




J-1 Visa Holder - Section 2:

International Passport and 1-94 Presented

Country issuing Passport /(

/

Passport #

Expiration Date of Passport

Admission/Departure # from

| For 1-94 Only

Documenty [66677 788850

Foreign Passport with 1-94 Mone

@uing Authority

None

|India |

Document # |12345678900 |

W |Bi15:2014 |

the 1-94 \

QW |os/15/2012

Expiration date is the “To”
date in Section 3 of the
DS-2019; this is a temporary
format until Tracker updates
the system to the new M-274
requirements.

ile Attachment &

Browse. .. I

—
—

Note that Lists B
and C are both
grayed out and
not editable

nployer IUniversit'_-,.r of lllinais

orksite IU 1 LH - Beckman Institute

=1
=

Manager If‘u"lenac:her. Cathy

Enter the actual expiration
date of the 1-94 (D/S),
note the DS-2019
including the SEVIS
Number and actual
expiration date of the I-20
in the Notes/Tasks box,
making sure to include
your name and date.

2)

Employee began employment on ‘ 0s/m092011

Motes and Tasks (Internal Use Only)

&

I-94 expiration date D/S Cathy Menacher 509711
DS-2019 MO00B553888; exp. date 8/15/12 Cathy
Menacher 5/9/11

[= (Employee ID [ssoo00005]

Enter date employee began

work for pay

[-9 Manager must
choose worksite if
they are
authorized for
more than one. If
only one, the
worksite defaults

Enter UIN, if known

I Employee hired for three days or less

I Employee presented an acceptable receipt

in lieu of an original document for: &
' ' =
] . Save and Validate I Cance

Va

N

E’ Section 2 has not been signed. Click to display Signature box.

1. 1-9 Manager must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 2 has not been signed. Click to display
signature box.” link. Click the “| Agree” box in the Attestation section, and click on the Sign Section 2 button.




H-1 Visa Holder - Section 1

Section 1. Emplovee Information and Verification &

- Mame And Identification

Save and Validate I Cancel |
Last [Emplayes First [Happy Middle | §°C'°!T "
ecurity # is
Maiden I Bln.h .DE.“E |-1-1,'-1 41960 5..5.N ...... | I op'rionql
[ty ) !Too.oT.ooom
unless
The " employee is
address Address subject to E-
can be any | —Streets |4 yain St Apt# | Verify
address City [Anywhere State lllinois =] Zip Code [g1820
except a
P.O. Box
Employment Status
| attest, under penalty of perjury, that | am (check one of the following): .
Employee " A citizen of the United States The Admission
selects the A noncitizen national of the United States @ # is the
A lawful permanent resident © A-Number: | (AR A Amissi
“An alien P — - o | ge——— i mission or
horized —> & An alien authorized to work until([10/09/2013 Admission #: W <o | Departure #
authorize expiration date, if applicable (mmrddiyyyy) shown on the |
to work : -
ontil” Expiration date is the “until” date shown on the 1-94 @ Save and Validate | J 94

@ # section 1 has not been signed. Click to display Signature box.

signed. Click to display signature box.” link.

1. Employee must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 1 has not been




H-1 Visa Holder - Section 2:

International Passport and [-94 Presented

. . d [Issuing Authority
Country issuing Passport 2| [Republic of China | |
Note that Lists B
Passport # 3| Document # [G123456789 | ]
and C are both
- Expi F/22/2018 | 1
Expiration Date of Passport m”x‘mﬂs_) I grayed out and
For 1-94 Only s o not edi'rdble
Admission/Departure # from the Dwnmmss?aso
[-94 \Qpiresr) [1o/9/2013
Expiration date on 1-94 |— File Atachment @ I-9 Manager must
! [Browse. | choose worksite if
— — they are authorized
Employer |Ur1|\a'er5|t‘_\,.r of lllinois LI
Worksite IU 1 LH - Beckman Institute LI e for more Thqn one.
If only one, the
19 M I her. Cath y
aneasr [Menacher e Enter date employee . !
Employee began employment on: (fos/ne/201- S o begcm work for pay WOI’kSITe dedeITS

Motes and Tasks (Internal Use Only)

=] C Employee 1D |555555) Enter UIN, if known

I’ Employee hired for three days or less

I Employee presented an acceptable receipt
in lieu of an original document for: &

LI L L L

@ Sawve and Validate I Cancel I

1. 1-9 Manager must click the Save and Validate button before they can electronically sign the form.
2. After form has been validated by the system, employee will need to click the “Section 2 has not been signed. Click to display
signature box.” link. Click the “| Agree” box in the Attestation section, and click on the Sign Section 2 button.

@ @ section 2 has not been signed. Click to display Signature box.




Resource Materials

o U.S. Citizenship and Immigration Services (USCIS) Handbook
for Employers — Instructions for Completing Form -9 (M-274)

O University of lllinois Employment Eligibility Verification Policy
& Procedures

Tracker 1-9 User Manual

Tracker 1-9 Dashboard Home Page Job Aid
Sample System-Generated Emails

O 0O O O

Remote |-9 Documentation

Links to these materials can be found on the University Human
Resources website.

UHR Website: https://hr.uillinois.edu/PolicyCompliance/Toolkit/ GuidanceRes/EmploymentEligibility.cfm



http://www.uscis.gov/files/form/m-274.pdf�
http://www.uscis.gov/files/form/m-274.pdf�
https://hr.uillinois.edu/PolicyCompliance/Toolkit/GuidanceRes/EmploymentEligibility.cfm�
https://hr.uillinois.edu/PolicyCompliance/Toolkit/GuidanceRes/EmploymentEligibility.cfm�
https://hr.uillinois.edu/PolicyCompliance/Toolkit/GuidanceRes/EmploymentEligibility.cfm�

Contact Information
O

O Urbana
O Academic HR: 217-265-6549

o Staff HR: 217-333-2137 (Civil Service) shrgeneral@uillinois.edu; 217-333-4752 (Extra
Help) extrahelp2@uillinois.edu

o Student Employment: 217-333-0600
O International Student and Scholar Services: 217-333-1303
o Chicago
o Faculty Affairs HR: 312-355-2412; FAHR@uic.edu
o UIC HR: 312-413-4848; UICHRHELPDESK@uillinois.edu
o Student Employment: 312-996-3130
o Springfield
0 UIS HR: 217-206-6652
o Student Employment: 217-206-6724
O University Administration
o Urbana: 217-333-2600; ERHRcommunications@uillinois.edu
o Chicago: 312-996-5130; marin@uillinois.edu



mailto:shrgeneral@uillinois.edu�
mailto:extrahelp2@uillinois.edu�
mailto:FAHR@uic.edu�
mailto:UICHRHELPDESK@uillinois.edu�
mailto:ERHRcommunications@uillinois.edu�
mailto:marin@uillinois.edu�

Access Tracker -9 System

0 Access to the Tracker system will be granted once:
User completes required training, AND

Request for access is submitted to USC.

0 Once request has been granted, access Tracker at
https: //appservé.admin.uillinois.edu/appslogin/ser

vlet/appslogin2appName=I9TrackerSSO



https://appserv6.admin.uillinois.edu/appslogin/servlet/appslogin?appName=I9TrackerSSO�
https://appserv6.admin.uillinois.edu/appslogin/servlet/appslogin?appName=I9TrackerSSO�
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