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Please distribute this alert to any users within your agency who are responsible for Form I-9, Employment Eligibility Verification.

Enhancements to the electronic process for I-9 Employment Eligibility Verification 

· Information regarding Enhancements to the electronic process for I-9 Employment Eligibility Verification
On December 8, 2014 agencies supported by the HR Service Center (HRSC) will see changes to the look and functionality of the Form I-9 employment eligibility verification process within onboarding. 

Core procedures for completing the Form I-9 are not changing and will remain as follows:

1) Employee completes Section 1 of the Form I-9 during Tour 1 of the online orientation.

2) Upon Section 1 being signed, an email reminder to complete Section 2 is sent to the I-9 Verifier.

3) Agency I-9 Verifier completes Section 2 of the Form I-9.

4) HRSC submits and monitors E-Verify cases.

5) HRSC contacts agency if a Tentative Non-Confirmation (TNC) result is received.
Transition Period

Effective 12/8/14, changes will be visible within ESS. The transition will require a brief cutover period in which both the current I-9 process and enhanced I-9 functionality may need to be utilized.
The enhanced functionality will be used for all new hires and rehires transacted on 12/8/14 or later. New hires and rehires transacted prior to 12/8/14 will need to be completed using the current I-9 verification process. The effective date of the hire action will not impact the transition. The process used to complete the verification will strictly depend on the transaction processing date.
On 12/5/14, the HRSC will generate reports to identify supervisors and I-9 Verifiers who have pending work items that need to be completed using the outgoing process. An email notification will be sent to the affected supervisors and I-9 Verifiers with specific guidelines related to completing the workflow. The HRSC will monitor completion of the work items and provide additional notifications as needed. 

Impacts
The transition will impact business processes as follows:

· The Guide for I-9 Verifiers has been revised to reflect the enhanced I-9 verification process.  A link to the guide will be available in the email reminder sent to supervisors and I-9 verifiers for Section 2 completion. 

· Infotype 0094 (Residence Status) will no longer be used as a repository for Form I-9 data. Updates to the infotype will also be discontinued. All Form I-9 information will be stored and accessible to agencies via the e-OPF.
· The photo matching process has been improved. Currently, supervisors and I-9 Verifiers are tasked with submitting photo documentation via email to the HRSC, Onboarding Resource Account.  The improved functionality will support the photo matching process by allowing attachments in Section 2 of Form I-9. This will make photo documentation readily available upon submission to E-Verify and allow a copy of the document to be stored within the Form I-9 record. 

Starting on 12/8/2014, supervisors and I-9 Verifiers will be required to attach photo documentation during Section 2 completion, where warranted. Copies of documents must be in a PDF, JPEG or GIF file format. The attachment should be a scan of the original document. Please do not attach a scan of a copy of the original document.  Scanning a copy of the original document causes the photo to darken and often times the image becomes unclear. Instructions to attach a document are available in the Guide for I-9 Verifiers.
As a reminder, the following documents will require a photo match:

· Permanent Resident Card (Form I-551)
· Employment Authorization Document (Form I-766)
· U.S. Passport or U.S. Passport Card

If the document failed to be attached, please email the HRSC, Onboarding Resource Account (RA-hrsconboarding@pa.gov). HRSC Representatives will have access to attach the document on behalf of the I-9 Verifier.

List A Documents
Employees who are a student or exchange visitor and presented a foreign passport with Form I-94 should have supplemental documentation proving their work authorization in the United States. 

In most cases nonimmigrant students and exchange visitors in the United States should be participating in a work program with documentation endorsed by the appropriate federal or school official.

If a student or exchange visitor provided a foreign passport with Form I-94, I-9 Verifiers should also be entering the following document information into Section 2:

· Form I-20 SEVIS (Student and Exchange Visitor Information System) Number and program end date. 

Or

· Form DS-2019 (Student and Exchange Visitor Information System) Number and program end date.
Questions? 
If you have any questions regarding Enhancements to the electronic process for I-9 Employment Eligibility Verification, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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