Success Factors

Tips and Troubleshooting for Onboarding Coordinators

All new hires (faculty, staff, students, temps) must go through onboarding for completion of their
Employee Activities, which includes section 1 of Form 19 and completion of Orientation Activities, which
includes section 2 of Form 19. All new hires also must have their employment authorized through e-
verify which follows the completion of both section 1 and section 2 of the Form 9. The exception is for
Unpaid Non Regular Rank Faculty hired into personnel subarea 0023, which is reserved for Non Regular
Rank Faculty who will never be paid by Duke University and Unpaid Regular Rank Faculty hired into
personnel subarea 0033. Hence, the Form |9 requirement is waived for these 2 PSA’s.

How are new hires moved into the onboarding module?

Staff, and School of Medicine Job Family 27 new hires are moved to the Onboarding module via the
Success Factors Recruitment module. The last step of the Recruiting module requires that the Hiring
Manager or their designee take action to Initiate Onboarding.

Faculty, University Job Family 27, Students, temporary new hires are moved to the Onboarding module
via the Express Hire process. Once the HR/Payroll Representative submits the hire iform, the new hire’s
information will be pushed to Onboarding.

Confidential Payroll and other hires initiated via a paper hire form will need to contact the HRIC at 684-
5600 for assistance with manually adding these exceptions to the Onboarding module so that the new
hire’s employment can be authorized through e-verify.

Basic Navigation

The Onboarding Tool is accessible via the Duke@Work portal. Click Success Factors tab which opens the
SuccessFactors application.
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Go to Success Factors Home and select Onboarding from the drop down:
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If you need additional information, review the Basic Onboarding Navigation Quick Reference Guide on
the Success Factors resources page:

https://hr.duke.edu/sites/default/files/atoms/files/SuccessFactors%20Quick%20Reference%20Guide%2
0-%200nboarding%20Basic%20Navigation.pdf

If this is your first time accessing the Onboarding module, make sure you switch to the new version by
clicking on the Try new version link and setup your onboarding password to allow you to e-sign Form 9.
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Instructions for setting up Onboarding Password can be found on the Success Factors resource page:

https://hr.duke.edu/sites/default/files/atoms/files/SuccessFactors%20Quick%20Reference%20Guide%2
0-%20Setting%20Up%20an%200nboarding%20Password.pdf
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Onboarding Tool Bar Menu:

Once you have switched to the new version, the tool bar menu appears in the upper right hand corner
of your screen. These tool bar icons allow you to take certain actions to manage the onboarding process.

Qnbgarding Dashboard -
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My Tasks- shows the number of tasks assigned to you that require action, you can click on the circle to
see the tasks assigned to you.

Waiting on Onboarding- shows the number of tasks waiting on onboarding
Overdue: shows the number of tasks that are past due

Completed-shows the number of completed onboarding tasks, you can click on the circle to view new
hires that have completed tasks

Tool Bar Icons:
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The first Tool Bar icon = I allows you to reassign a task to someone other than yourself, cancel item, or
restart activity to move to the previous task.
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Ok Cancel
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Select advanced conditions

The second Tool bar icon allows you to filter by various fields and conditions
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Activity PJ Code
Alien Auth Date
Assigned To
Assigned User Login
Associate User Id
Company
Company Code
Country
Creation Date
Date Of Birth
Due Date
Emp ID
Employee Id
Ethnic Group
First Name

Gender
Save filters | | Close
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The third Tool bar icon T allows you to sort by various conditions

Sort By
Sort By &

*) Ascending

Descending

Sort Object
Activity
Assigned To
Start Date
First Name
Last Name
Location
Manager First Name

Manager Last Mame
Cancel
A

The fourth Tool bar icon = expands to full screen to allow you to see text to the right, click a second
time to remove full screen view to show onboarding menu to left of screen



Overview of Onboarding Processes:

“ Onboarding

Processes

+ Manager and HR Activities

v Employee Activities

+ | Orientation Activities

¥ Signature Step

Motifications

E-Verify

e T . B . B ¥

I-9 3 Business-Days

-9 Reverification

E-Verify Correct Data

Internal Hires and Contractors

Manager and HR Activities: Onboarding Coordinator or designee verifies start date, chooses work
arrangement and re-enters email address to send Welcome email with link for new hire to complete
Employee Activities.

New Hire Set-up Information (Abdullah Zeatoun)

Manager and HR Activities

Job Details

Hire Date
Company
Work Location

Work Arrangsment

Hire Information

Please enter the new hire's email address:

Re-enter the new hire’s email-

Personnel Number:

Position Number:

SF Requisition ID

04/15/2024

0030

RMNC

1327462

50005382

Citizenship Status:

Personnel Area

Personnel Sub Area:

Remote Hybrid

newhire@gmail.com
newhire@gmail.com

Duke NetiD:

Position Tille:

Duke Req ID

Show Onboarding 1.0 version information
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Employee Activities: New Hire completes all employee activities, e-signs forms, and submits all
documents to advance to Orientation Activities.

Welcome to Duke and the new employee wizard. This wizard will step you through the forms necessary to begin work at Duke University and Health System. Instructions are included as you
complete the forms. Here are the forms you will need to complete:

Setup password and security questions for electronic signing of documents
Social Security Number Verification for E-Verify
Physical address verification (Home and Mailing)
Part 1 of the Federal 19 (Instructions included)
Federal W4

State \W4 depending on work location
Emergency contact

Direct deposition

Setup direct deposit

Equal Employee Opportunity Report (EEO-1)
W2 Online Election

Review of Employee Handbook

Confidentality Agreement

The wizard saves as you go and you can come back and complete remaining items later. At the end of the wizard, you can review all the forms and quickly make any changes. You wil
electronically sign a subset of the documents and have the opportunity to download copies for your records

Orientation Activities: Onboarding Coordinator completes section 2 of Form |19 and submits to e-verify
for employment authorization.

Signature Step: Task may move to the signature step when an e-signature is required for either section
1 or section 2 of the 19. This may occur if a correction is made to original 19 and a new 19 needs to be
completed and requires a new signature. Signature are managed externally via DocuSign. You will
receive the popup below listing the recipients of the email. The mail will contain a link to sign the
document.

It's almost time to sign your documents!
It's almost time to sign your documents!

DocuSign will send an email notification to [ @duke.edu with a link to view and
sign your documents. Please watch your inbox.

If you do not receive an email from DocuSign, please, resend email: resend. Docusign wil
then resend the email.

Als0, you can update envelope status: update
Documents List

+US 19 Section_1
«US 19 Section_2

On the current step you can close the browser. You will receive furtherf

instructions by email. Update envelope status

The email will come from will come from careers@sign.onboarding.duke.edu and includes the
following branding. On completion you will receive another as noted to the right.

Duke Duke

Duke Careers sent you a document to review and sign.

Your document has been completed

REVIEW DOCUMENT

VIEW COMPLETED DOCUMENT

Duke
Duke Duke Careers Duke Duke Careers



Notifications: Allows additional notifications to be sent to Onboarding participants (not using this time).

19-3 Business Days: 19’s that are waiting on section 2 of the 19 to be completed and are at the 3™
business day for completion before being past due.

E-Verify- |19’s that have not been authorized through e-verify either because the photo matching step
was not completed or the 19 does not have a social security number. Also, if DHS returned an
employment authorized result but the case was not closed, it will show up under the E-verify task and
wait for the Onboarding Coordinator to the Resolve the Case.

Please note: Foreign nationals who do not yet have social security numbers will need to have their social
security numbers updated under the E-Verify task so that the Form I9 can be pushed to e-verify for
employment authorization. Updating a foreign national’s social security number is the responsibility of
the Onboarding Coordinator and not Duke Visa Services, who only completes the I9 for foreign
nationals.

IMPORTANT: Cases should only be closed with the reason “Employment Authorized.”

If you received a TNC result, you will need to have the new go through TNC resolution process.

If the data was entered incorrectly on the 19, then close the case as invalid data and redo the I9.

19 Reverification: Task for re-verifying employees (i.e. foreign nationals) with work documents that are
expiring.

E-Verify Correct Data- If a case is closed for invalid data or if the e-verify message came up as “Case
incomplete” and the Section 2 completer had to correct the data (i.e. document number), then a new 19,
both section 1 & section 2 will need to be done with the correct information.

Internal Hires and Contractors- onboarding tasks for transfers, which includes a transfer checklist of
items they need to address:



Transfer Checklist
Employee Activities

Plesa weork with your cumenl supanvissd and payroll prepressaniatiis in your obd depanmaent b insure e iransiion ooours smooihly,  Depending on the typs of irarsber, be prepansd 1o do the
foliowing

Turn in Corporate Card and Recsipts

Finalize me records in curent departrent before keaving

Turn over &y Duke Univarsiy and Haalth System property assigred 1o vou. This includes badges. keys. and unilorm
Retun parking permit to Parking Services

Conact Ba HRIC il you are moving betwaan e Biwealdy and Monthly payroll areas

Troubleshooting Tips: Onboarding Process
How do | locate where a new hire is in my onboarding dashboard?

Click on the My Task at top of menu, to view tasks assigned to you. If not assigned to you, you can use
the filter icon Vi to search by last name or first name.

How do I reassign a task to another person?

Check the box next to the name of new hire task that you want to reassign, then click on the action icon

2

I and select reassign from the drop down.

+ Create NewTask (O, Refresh List - Export [z
Tasks (385) Assigned To Start Date IE-Reasmgn
Robert Parker E Me Sep 16, 2019 % Cancel lte

Manager and HR Activities

- -

The reassign Activity box pops up for you to select an employee to reassign the task. Please note you
cannot reassign to a new hire since they are not yet an employee and are not in the employee table.

/\ Reassign Activity

LABONTE, JACQUELINE (374052)

! labonte jacqueling]

OK | | Cancel

How do | reassign the Employee Activities back to the new hire instead of me?
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Check the box next to name of new hire’s task, then click on the action icon I and select Restart

Activity from the drop down.

+ Create New Task (7, Refresh List -l Export Iz v T
v Tasks (1) Assigned To Start Date ¥ Cancel ltem

I — MOHANAPRIYA CUMARAN P Me Aug 26, 2019 ® Restart Activity

Employee Activities
Enter the reason for restarting the Employee Activity, then click OK
Restart Activity

Enter the reason for restart

reassign employee activity to new hire |

Ok Cancel

Restarting the Employee Activities, moves the task back to Manager and HR Activities:

+|  Tasks (1) Assigned To Start Date

MOHANAPRIYA CUMARAN e . R S
Manager and HR Activities : © Ug <5,
Click on new hire’s name to resend the welcome email to new hire which also reassigns it back to the
new hire:

Tasks (1) Assigned To Start Date

MOHAMNAPRIYA CUMARAN o
S H MOHANAPRIYA CUM... Aug 26, 2019
Employee Activities

Please Note tasks can only be restarted within their current process such as Onboarding, E-Verify, and E-
Verify Correct Data and restarting moves them to the prior step:

|\:| Onboarding I | EVerify i_}_/__‘iE—Verify Correct Data
v| Manager and HR Activities v| Initial Verification ¥| Setup
~| Employee Activities +| Secondary Verification ~| Section 1
Orientation Activities +| Third Verification v| Section 2
Signature Step +| Signature Step ~| Signature Step

Motifications Notifications Motifications



How do | resend the welcome email to the new hire?

You can either forward the copy of the welcome email that was sent to you or you can use the restart
activity option to move the new hire from the employee activities and back to the Manager & HR
activities to resend the email.

How do | take on a task that is assigned to someone else?

Click on the name of the new hire that you want to take over the activity. A box will pop up asking if you
want to proceed with the change. Click Yes.

/A Proceed with the change!

Are you taking this activity to work on?

Yes Mo

How do | correct data on section 2 of the 19?

There are prompts throughout the section 2 process asking you to verify the information and if
incorrect, it provides you with an option to correct the data:

Verification of citizenship:

Is the citizenship/immigration status selected correct? Yes No

New hire indicated they were bringing one type of document, but show up with another, click None in
the drop down for List A, and then select from drop down in List B and C

Select the Proof of Eligibility Document(s)
After reviewing the documents, please select which documents the employee presented, either one from A, or one from B and List C.

LIST A" (Identity and Eligibility)

UNITED STATES PASSPORT

LISTA: (Identity and Eligibility)
_ NONE

OR

LIST B: (Identity)
‘ DRIVER'S LICENSE ISSUED BY A U.S. STATE OR U.S. OUTLYING POSSESSION
AND

LIST C: (Eligibility)
‘ US SOCIAL SECURITY ACCOUNT NUMBER CARD




Review Name, SSN, date of birth. If information is incorrect, click on the incorrect data and update

Rewiew and Approve . Orieniation Acivities m

Please review the data you have enfered. If any information is mcorrect simply click on the incomect data, A wizard screen will pop-up where you
can correct the data. Once corrected, chick Finesh' on the pop-up 1o refum 1o the Review and Approval page

New Hire Name & S5M Information

Marme L
Do you have a social security number? Yes Social Security Number. ___ __ _
| acknowiedge my last name differs from that shown on my Socil Ssecuity card. Yes

Date Of Birth

Review Citizenship status, hire date, and documents. If information is incorrect, click on the incorrect
data and update.

Review and Apgrove - Orientation Activites z << Back m

Employment Eligibility Information
Citizenshep Status: A CITIZEN OF THE UNITED STATES

Lis A Document: UNITED STATES PASSPORT
Diecument Id Issuing Authority, .S, DEFPARTMENT OF STATE Expiration Date

Starl Date: D5/13/2019
Is Cilizenship Status Comect? Yes

Foim 1.9 Out of Compliance

Suspand the

MNew Hire's Mo

Employrnent

Change the o
Mew Hire's

Start Date

(Mew Hire  Yes Comments: start date entered wrong

has not
started

work)

Do Mot
Change New,
Hire's Start
Date
Terminate
the New
Hire's
Employment

. e

Please Note: If you miss correcting the information on Form 19 after you have signed and submitted the
19 document, you will likely get an e-verify message of “Case Incomplete.” When you hit the Next
button, it will display a screen with the data that needs to be reviewed and possibly corrected. Once
you correct data at this point, a new I9 will need to be completed by both the new hire and Section 2
Completor. If you continue without correcting, you are most likely going to receive a Tentative Non
Confirmation result that will need to be resolved.

Mo

No

New Hires cannot remain on payroll if they do not have an Employment Authorized case result.

Please contact the HRIC at 684-5600 for any e-verify case that does not return an Employment
Authorized result or states Verification in Process before you attempt to resolve and close the case.



Troubleshooting Tips: E-Verify Process

How do | complete the photo matching steps?

The Photo Matching step is required when an employee is using a document from list A, such as a U.S.
passport, permanent resident ID card, or EAD (I-766) employment authorization document. We are
required to confirm the image on the document and to keep a copy of these documents.

First, you will need to scan and upload the required document

Initial Verification Document Upload

Initial Verification

S Passpon Cadd 35 Ihe waliRCAhOh JoCLamenl, I afMpioyer MU make a copy of tha! Jocumenl and kédp 1 onN Nke wilh

Scan e document and upload The file. File must be in POF, GIF, PNG_ JPEG or TIFF format and no larger than 4 MB

|.J ‘haggerty passpon pdl Browss

WUpinad

] L e

Browse for scanned copy of
passport, then press Upload

Show Onboarding version information

Check to make sure the document successfully loaded:

LESF gaapom gl

Document Uploaded Successhlly - haggenty passpor pdi

Initial Verification Screen displays:

Initiad Verification




Next, it will ask you to confirm photo: Click the Confirm button even if no image appears.

Indtial Verification

Confirm Photo

A BhOID of the employee being vefed i displayed beks Yo B0 TeQuiTed 0 Compare The disgiaysd photo 15 1he Photd Shoam on the empioyee's documentalion. Pleass resd e
nsinuctasns 30 confim whehel e photos are e same.

B pioase compace empkoyb's DHS-SSeE Bhotn docuTEnt wih the phota Bspliyed. Photn MAICRING helps Bnsie U Ine GoCUMES provided by
employees bie vahd

To match an E-Veriy phota wilh & pholo docament. samply compare the phot shown in E-Very b Ine phols on the DHS-issued document provaded by
frat amployee. The twe photos shoukd e identical

B0 NOT mateh the phets in E-Verdy 16 the in-parsan employes

Determine if the phatograph i E-Verfy appears kdentcal 10 the phofogeaph on e employes's pholo documant. and then select Cosfirm or Resect

Contirm
The pholo on the employee’s dcument matches S photo displayed in £-Verify, Clothing, har siyle. facing directicn, and appearance on fhe document shoukd be ideriical
10 the phot despiayed by E-Verty

The pholo on the empioyes's document & not kentical 1o the phoko in E-Venfy

Cancel | | Resolve Case Back Submit o E-Verify
Shaw Onboarding version information

Submit to e-Verify- Initial Verification and Confirm Initial Verification Results is Employment Authorized

U

initial Verification

inial Verification

]
* T rseen Dt mm sty
e Hhamioes
. Frst
=t Name e
[EeSepae—. byt Aurtbcsrirest
En Mz

FoTETEILITTIR

Show Dnboarding versian informaton

Complete the E-Verify step by answering employment question and closing case. Is the employee
currently employed with this company? Answer YES Click on Finish to exit Form 19 Section 2 onboarding

Completing the E-Verify Process for
Initial Verification

T complete the E-Verfy pocess. please answe Ihe question below IEgarting e employment stahiss of S emplayee.

15 e emplayes cumently employed win this comgany? (31 Y ™

Click "Finesh™ to compiete the E-verty process
1 yora Chck "Close”, hie actity wall resnain i thee Wark QUeUE 2 Its cumens status

T ergoive (T cirse MAanuaity, Chck “Rescive Case” Gnd choorse e ADNDIIaNe S0l eason

Cancel Resolve Case Back Finish
Show Onboarding version information:




What do | do when Initial Verification Result shows “Verification in Process”?

If employment not authorized immediately (Verification in Process), hit Next button to continue to
Refresh Case Status.

Click on Refresh Case Status until a new E-Verify result returns. You may return to open E-Verify tasks
shown on your Onboarding dashboard at a later time to check E-Verify status and close the case once
employment is authorized.

Initiad Verification
Initial Werification Result

First
t Na
Last Nams Nae

Indtial Ebgibikty Viriation in Procsss

Caris Musber HIHIGA 140245
Verification Response

Eligibitry Warification in Process

Response Daie

This case has besn submitled, but s3dMonal ime & Needad 10 verlly employment elgibiity. Pledde nolé Nl you mdy Nol Lake Ay Sdveris 0NN AJAINS! e employes due Lo the
aguninal time requins

iow will be noiifed when ihe case staus i updaied

f you crealed IPes Ccase in efor and no longer nssed 1o vertly employment elgibilty, dick Resolve Case

[ Rafresh Casu Status |

I still have a task showing up under e-Verify even though employment was authorized. How do |
complete this task?

Tasks (1) Assigned To Hiring Date Case Number Emp ID Case Status
==

5 N . ¢ LOLA YELVERTON Sep 1, 2019 2019248210619MC AHx-Xx-6937 EMPLOYMENT AUTH...
econdary Verification

If you did not close the everify case after receiving an employment authorized result, you will need to go
back under your E-verify tasks and click on the new hires’ name to close the case.

After confirming that the everify case result shows “Employment Authorized”, click the Next button

Verification Response

Eligibility: Employment Authorized
Response Date 09/06/2019
Refresh Case Status

‘ Cancel ‘ ‘ Resolve Case ‘ Next

Show Onboarding version information,



Next screen should show “Employment Authorized” with questions: Is the employee currently
employed with this company? Click Yes, then click Finish to close case with an employment authorized

result.
EMPLOYMENT AUTHORIZED
To complete the E-Verify process, please answer the question below regarding the employment status of the employee.

Is the employee currently employed with this company? @)l Yes No

Click "Finish" to complete the E-Verify process.
If you click "Close”, the activity will remain in the Work Queue at its current status

To resolve the case manually, click "Resolve Case” and choose the appropriate resolution reason.

Cancel ‘ | Resolve Case ‘ ‘ Back ‘

Show Onboarding version information

| do not see the Next button to be able to close the e-verify case as authorized. What do | do?

If there is no Next button to proceed with closing the everify case after you’ve clicked on the Yes radio
button in response to the question, “is the employee currently employed with this company?”, then
click on the Request Closure Options button, which will display reasons for closing the case.

Complete/Resolve the E-Verify Process

Initial Verification

Is the employee currently employed with this company? ® Yes Mo

Request Closure Options

Cancel Back

Make sure you select the reason, “The employee continues to work for the employer after receiving an
Employment Authorized result.”



Flease select the appropriate option below to complete or resolve the E-Verify process for this employee. Note that option(s) not applicable at this time have been disabled.

The case is being closed because DHS or S5A instructed this employer to close the case.
The case is being closed because the document is expired.
i#| The employee continues to work for the employer after receiving an Employment Authorized result.
The case is being closed because the data entered is incorrect
The case is a duplicate because the employer created a case with the same data within the past 30 days.

The case is being closed because another case with the same data already exists

Then, click on the Submit Resolve Case button:

Cancel Back Submit Resolve Case

I do not have an option for closing the case with the reason of “The Employee Continues to work for
the employer after receiving an Employment Authorized result. What do | do?

Flease select the appropriate option below to complete or resolve the E-Verify process for this employee. Note that option(s) not applicable at this time have been disabled

The case is being closed because the document is expired

The case is being closed because DHS or SSA instructed this employer to create a new case for this employee.
The employee continues to wark for the employer after choosing not to contest a Tentative Nonconfirmation
The employee was terminated by the employer for choosing not to contest a Tentative Nonconfirmation

The case is being closed because another case with the same data already exists

The case is being closed because the data entered is incorrect.

The case is being closed because DHS or SSA instructed this employer to close the case.

Please select the appropriate option below to complete or resolve the E-Verify process for this employee. Note that option(s) not applicable at this time have been disabled.

The case is being closed because the document is expired.

The employee was terminated by the employer for reasons other than E-Verify.

The case is being closed because another case with the same data already exists.
' The case is being closed because the data entered is incorrect.

The case is being closed because DHS or SSA instructed this employer to close the case.

This usually happens when information on the 19 was entered incorrectly or there is a tentative non-
confirmation result. If after reviewing the data on the 19, you discover that data was entered incorrectly
such as a document number, then close the case with the reason of invalid data. You will then need to
go to e-verify corrections and start over with a new Form I9 (both section 1 & 2 will need to be
completed). Make sure you correct the data on the 2™ Form 19. If all the data was entered correctly,
then you have a legitimate tentative non confirmation result and will need to go through the TNC
process with the new hire. Please contact the HRIC for further instructions or refer to the TNC
Resolution Process instructions found on the Success Factors Resource page.

I have an open e-verify task showing Initial Verification and the new hire does have a social security
number but the case status is blank. How do | complete this task?



Tasks (1) Assigned To Hiring Date Case Number Emp ID Case Status

E— .
Initial Verification : Me Sep 9, 2019 X0 X%-6255

An incomplete Initial Verification task usually occurs when you have not completed the required photo
matching steps. Click on the name of the person to display the incomplete task. In the example below,
the Onboarding Coordinator did not complete the photo matching step for new hire that presented an

EAD document. Refer to photo matching steps to complete this activity.

Initial Verification Document Upload |
Initial Verification

If an employee presents an Employment Authorization Document (Form |-766) as the verification document, the employer must make a copy of that document and keep it on file with
Form I-9.

As the employer, you must make a copy of the document and keep it on file with the Form I-9. You can either scan and upload the document or copy the document for future uploading
into the employee's 1-9 file. Please choose which option you will use:

Scan and Upload Now

Scan and Upload Later

Welcome to the E-Verify Process (MASAYUKI ONISHI)
Initial Verification English >

Enter the employee information from the Form 1-9:

First Name: MASAYUKI =
Middle Initial:
Last Name ONISHI *

Other Names Used:

Social Security Number: [ == =] *
Date of Birth (mm/dd/yyyy): 04/09/1978 -
Please enter the new hire's e-mail address mo149@duke.edu

| have a task under e-Verify process that shows the case status as “Verification Incomplete.” What do
I need to do to complete this task?



~|  Tasks (1) Assigned To Hiring Date Case Number Emp ID Case Status
Mary Clair Thompson o
Initi ey H STEPHANIE DOTT Aug 30, 2019 2019246133538MH XxX-xx-7368
nitial Verification

The case status “Verification Incomplete” can occur for several reasons. You will need to click on the
person’s name and follow the screen prompts to determine what steps you need to complete. This

usually occurs when you have not completed the photo matching steps. Click the Back button and
follow the photo matching steps and then submit to e-Verify.

Complete/Resolve the E-Verify Process (Mary Clair Thompson)
Initial Verification

Is the employee currently employed with this company? Yes No

Request Closure Options

Cancel Back
Shew Onhnarding uarsinn infrrmatinn | E——

Determing If the: phoiograph in E-Verily appears identical to the pholograph on the employes’s photo document, and then select Confinm or Reject

= Confirm

The phota on e empicyee"s documéent maktnes the pholo deplayed in E-venfy. Clothing, hair shyie, facng direction, and appearance on the document Should be idéntical
1o the phato dispiayed by E-Veridy

Rgjecy
Thee: placho Off e Sffgecyee's deCument is not ientical b the pholl in E-Verily

Verification Incomplete can also occur when you receive a result of “Case Incomplete” and is a warning
that the case is likely to go to a TNC result if you do not correct the data.

Initial Verification Results

Initial Eligibility:

Case Mumber:

Case Incomplete
2019247155733BL

Click the Next button and verify the document data on next screen. If the data is wrong, you will need
to correct the data before you click on the Submit DHS (or SSA) ReVerify button.

Verification Incomple...



DHS ReVerify
Initial Verification

One of the DHS required parameters was found to be in error.
Revise the information and correct if necessary.

Passport #:

Date of Birth (mm/ddfyyyy):

Submit DHS ReVerify

Troubleshooting Tips: E-Verify Correct Data Process

Tasks show up under the e-verify correct data process whenever an |9 needs to be corrected. This
typically happens if document numbers in section 1 or section 2 are corrected late in the process.

Both the new hire and the Onboarding Coordinator will need to review the 19 together and e-sign both
section 1 and section 2 to complete the 19 process and end with an Employment Authorized result.

All signatures will occur externally via an email using the DocuSign service.

Onboarding Coordinators can save time by making sure they are completing Section 2 of the 19 with
correct information. Double check document numbers to make sure the information is correct.



