Employee Experience for Section 1 HirericHT

We are here to help you get hired.

= Employee uses the provided email to
access the online I-9 form using a
computer/laptop, tablet or mobile device. Dear Jane Doe,

All new employees are required by federal law to complete Section 1 of an 1-9
Employment Eligibility Form by the first day of work for pay. Employees may
complete Section 1 of the I-S Form at any time befween acceptance of a job offer
and the first day of work for pay. Please complete your -9 Form as soon as
possible by going to the online portal listed below.

Questions about the I-9 Form

If you have additional questions about completing the 1-9 Form, please contact
customerservice@hireright com or call one of the numbers listed here.

Sincerely,
HireRight Customer Support

© 2022 HireRight. All rights reserved. Confidential.




Employee Experience for Section 1 CompletronT

Remote Order Sample Email

= Employee uses the provided email to
access the online I-9 form using a
computer/laptop, tablet or mobile device.

= Remote Order invite contains additional
information to address employee
experience.

© 2022 HireRight. All rights reserved. Confidential.

We are here to help you get hired.

Dear Jane Doe,

All new employees are required by federal law to complete Section 1 of an 1-9
Employment Eligibility Form by the first day of work for pay. Employees may
complete Section 1 of the I-9 Form at any time between acceptance of a job offer
and the first day of work for pay. Please complete your |-9 Form as soon as
possible by going to the online portal listed below.

Please note that ABC Corporation has requested assistance in completing this form
for them. You will be contacted by a local agent to meet and review the documents
required for them to complete Section 2 of form 1-9 on the company’s behalf.

Questions about the -9 Form

If you have additional questions about completing the 1-9 Form, please contact
customerservice@hireright. com or call one of the numbers listed here.

Sincerely,
HireRight Customer Support




Section 1: Employee Information Worksheet

- Employee creates a personal password, first,
to secure their information.

- Employee may opt in for text notification, if
desired.

© 2022 HireRight. All rights reserved. Confidential.

HIRE RIGHT | Applicant Center

A warm welcome from HireRight.

Let's set up your account. All fields below are required

Create New Password

Text Notifications

Your password requires:
1 Upper case letter
1 Number
At least 1 special character
more than 7 characters
Do not:
Include your username or e-mail address
Include personal information (your name, phone number, etc)
Include spaces
Repeat the same character more than 4 times consecutively

Enter Password

Would you like to subscribe to text messages for notifications and
password resets?

O Yes

I acknowledge and agree that [ may receive texts for notifications and
password resets, and that standard data and text charges may apply.

OND

Iwould like to receive emails only for notifications and password resets.

Copyright © 2004 - 2022 HireRight, LLC. All Rights Reserved. Privacy/Security




Section 1: Employee Information Worksheet

Employee clicks the link to access their form.

Your application is incomplete.

We need the following information from you to proceed:

o I-9 Employment Eligibility Form

@ How Long do Background Checks Take? (ASL included)

How long do
pre-employment
background *1eck

© 2022 HireRight. All rights reserved. Confidential.



Section 1: Employee Information Worksheet

HIRE RIGHT | Applicant Center

1-9 Section 1

Individual Preparing Form

Al fields are required

Employee will indicate if someone is assisting them
in form completion, such as a translator.

Employee clicks NEXT to continue to the next i over e orioec?
segment of the form.

Live chat

Below are links to official USCIS webpages that will always have the mest
up to date information.

1-9 Form Instructions
List of Acceptable Documents
Who is issued this document?

Information on Receipts

A preparer(s) and/or translator(s) assisted the employee in
completing Section 1.

| did not use a Preparer or Translator.

© 2022 HireRight. All rights reserved. Confidential.




Section 1: Employee Information Worksheet

Name of Employee

= Employee provides their full legal name
including middle initial, if applicable.

- Employee indicates any other last names they

have used.

2022 HireRight. All rights reserved. Confidential.

HIRE RIGHT | Applicant Center

1-9 Section 1
» Individual Preparing Form

Employee Information Worksheet

Al fields are required

Name of Employee —l

Live chat Help Print

Legal First Name (Given Name)

Enter your full legs! first name. Your first name is your given name

Some exsmples
D'shaun, Mai

correctly entered first names include Jessics, John-Paul, Tae Young

fyou only have one name, enter it in the Legal Last Name field, then enter "Unknown”
n this field. You may not enter "Unknown” in both this field and the Legal Last Name
field

Jane

Legal Last Name (Family Name)

5| lst name. Your last name is
es or 3 hyphenated ast name,

ily name or surname. If you
both names in this field

Examples of correctly entered last names include De La Cruz, O'Neill, Garcia Lopez,
Smith-Johnson, Nguyen

f you only have one name, enter it in this field, then enter "Unknown" in the Legal First
Name field. You may nat enter “Unknown" in both this field and the Legal First Name
field.

Doe

Do you have a legal middle initial?

Your middle initial is the first letter of your second given name, or the first letter of
your middle name, if any

Yes

No

Have used any cther |ast names?

Provide all other last names used, if any {such as maiden name).

For example, if you legally changed your last name from Smith to Jones, you should
enter the name Smith in this field.

Yes

Mo




ection 1: Employee Information Worksheet

Country
Employee Home Address

usA -

Employee Home Address

ame and number of the current address of your resi
er from Canada or Mexico, you may enter your Ca

dence. If you are
& or Mexico

) Country (Of reSIdence) Tj’;:rif:.f;s;dec.: T les southwessof Anyawi post ofce et ier
= Street Address

- Apartment or Suite Number (if applicable)
- City/Town -

- State

= Zip/Postal Code

Enter your city, town or village in this field.

if your residence is not loca
reservation, etc., in this field.

d in a city, town or village, enter your county, township,

Irvine

State

nce from th op-down
y/province and use the down arro

California -

Zip/Postal Code

Enter the 5- or 9-digit U.5.
Canadian postal code (ex

postal code, or 6-digit
0) in this field.

92617

2022 HireRight. All rights reserved. Confidential.




Section 1: Employee Information Worksheet

Date of birth

Date of Birth Manth
- - Select From List - -
= Optional: Email and Phone number
Day
- Select From List — -
Year
- Select From List -
E-mail Address Would you like to provide your e-mail address?
Providing your e-mail address is optional on Form I-8. To enter your e-mail address,

use one of the valid formats:

son the Department of Homeland Secu
r uses E-Verify and DH5 learms of a po
i ided and the information in govern
begin to resolve the potel
k e-mail address in this field.

ial mismatch. You may use
either your personal or we

Yes

No

Telephone Number Would you like to provide your telephone number?

Providing your telephone number is optional on Form |-9.
Yes

Nao

2022 HireRight. All rights reserved. Confidential.




Section 1: Employee Information Worksheet

HIRE RIGHT | Applicant Center

1-9 Section 1 Live chat Help

Citizenship or Immigration Status
= Employee indicates current status

» Individual Preparing Form

» Employee Information Worksheet

Citizenship or Immigration Status Worksheet

- Social Security Number

Status

= Optional for I-9 Only Customers A ditizen of the United States

A nencitizen national of the United States

= Required for I _9 Customers With E_Verify enabled Nondrizen nationals of the United States are persons born in American Samog

certain former citizens of the former Trust Territory of the Pacific Islands, and
certain children of noncitizen nationals born sbroad.

What is your citizenship or immigration status?

Alawful permanent resident

A lawful permanent resident is any person who is not a US_ citizen and who
resides in the United States under legally recognized and lawfully recorded
permanen ence as an immigrant. The term "lawful permanent resident”
includes conditional residents.

An alien authorized to work

Any person who is not a citizen or national of the United States or & lawful
permanent resident, but are authorized ta work in the United States.

Copyright © 2004 - 2022 HireRight, LLC. All Rights Reserved. Privacy/Security
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Section 1: Employee Information Worksheet

Citizenship or Immigration Status
= Employee indicates current status

= Social Security Number

- Optional for employees if your account is set up for
1-9 only

= Required for employees if your account has E-verify enabled

© 2022 HireRight. All rights reserved. Confidential.

HIRE RIGHT | Applicant Center

I-9 Section 1 Live chat Help Print

» Individual Preparing Form

» Employee Information Worksheet

Citizenship or Immigration Status Worksheet

Al fields are required

What is your citizenship or immigration status?
Status

@ Acitizen of the United States

A noncitizen national of the United States

Nencitizen nationals of the United States are persons born in American 5amos,
certain former citizens of the former Trust Territory of the Pacific Islands, and
certain children of noncitizen nationals born abroad.

A lawful permanent resident

A lawful permanent resident is any person who is not a U.S. citizen and who
resides in the Uni < under legally recognized and lawfully recorded
permanent reside; n immigrant. The term "lawful permanent resident’
includes conditional residents.

An zlien authorized to work

Any person who is not a citizen or national of the United States or a lawful
permanent resident, but are authorized to work in the United States.

. . Would you like to provide your Social Security Mumber (SSN)?
Social Security Number




Section 1: Employee Information Worksheet

» Individual Preparing Form

» Employee Information Worksheet

Cltl Zen S h I p O r I m m I g ratl O n Stat u S Citizenship or Immigration Status Worksheet

All fields are required

What is your citizenship or immigration status?

= Form prompts for information based on the
selection made by the Employee.

A noncitizen national of the United States

Nencitizen nationals of the United States are persons born in American 5amoa,
ain former citizens of the former Trust Territory of the Pacifi
ertain children of noncitizen nationals born abroad.

c Islands, and

—l @ Alawful permanent resident

A lawful perman
resides in the Unite

nt is any person who is not a LS. citizen and who
< under legally recognized and lawfully recorded
permanen residence as an immigrant. The term "lawful permanent resident’
includes conditional residents.

An alien authorized to work

Any person whao is not a citizen or national of the United States or a lawfu
permanent resident, but are authorized to wark in the Unite

Would you like to provide your Social Security Number (SSN)?

Social Security Number —l

Yes

No

. . . Alien Registration Number or USCIS Number
Alien Registration or USCIS Number

tional letter !

Alien Registration Number (A-Number) begins with the 2,
A-Number without the ‘A’

followed by 7-9 digits. The USCIS Number is the same a
prefix. Do not include dashes or spaces.

NEXT

SAVE

2022 HireRight. All rights reserved. Confidential.




Section 1: Employee Information Worksheet

HIRE RIGHT | Applicant (enter

Worksheet Review N

w Individual Preparing Form

O tlon S to Ed It Is this form being prepared by an individual other I did not use a Preparer or Translator.
. than the employes?

Edit

= Employee Information Worksheet

Name of E"rlp\oyee Legal First Mame (Given Name): Jane

Legal Last Name (Family Name): Doe

Do you have 3 legal middle initial? Yes
Legal Middle Initial: A
Have used any other last names? No
certify that | have not used any other last names (if checked "N/A" will be displayed in the

Other Last Names Used field of Section 1) «

Employee Home Address Country: USA

Address (Street Number and Name): 123 Main Street

Do you an apartment or suite number? Yes
Apartment or Suite Number: B

City or town: Irvine

State: California

Code: 92617

Date of Birth

E-mail Address

Would you like to provide your e-mail address? No

Telephone Number Would you like to provide your telephone number? No

—l Edit

2022 HireRight. All rights reserved. Confidential.




Section 1: Employee Information Worksheet

Worksheet Review
Employee will indicate the information

Is accurate and should be applied to Section lof

their Form [-9.

© 2022 HireRight. All rights reserved. Confidential.

« Citizenship or Immigration Status Worksheet
Status

What is your citizenship or immigration status? A citizen of the United States

Social Security Number Would you like to provide your Social Security Number (SSN)? No

Edit

= Additional Information

ABC Corp. additional information e
Edit

Worksheet Review
Please certify that the information is correct using the checkbox below in order to proceed.

—l W | certify that the information that appears above should be inserted
Jane Doe

into Section 1 of the Form 1-9.

Copyright © 2004 - 2022 HireRight, LLC. All Rights Reserved. Privacy/Security




Section 1: Employee Information Worksheet

HIRE RIGHT | applicant Center

I-9 Section 1 Live chat Help

Final Review
Employee must I‘eVieW the -9 and Attestation and E-Signature - Jane Doe
either Edit or continue with Attestation.

Final Review

Review and Attest to the Statements.

Department of Homelasd Sezurity
1.5, Clrizznship and Immigration Services

Please review all the information on Section 1 of the -9 Form.

Section 1. and compinte vt g Secen £ of Ko £9 o dner |
O i ST SR O RN LT 0 BN NI 2 200 )
aa1 Mame. e o) st hlvmes e AGsme Midde inkinl | Cares Livt Mames Used (#avgs

Age. Mumsaer | oy o Town [ 2P Gade

Disle ol Dbk fovnitippy! | U5 Soced Security Mambar | Enoyms’s E-vos| A Erepiapes's Tainphorn Fumiss

1 am aware Drowides for impe finas tor fales oo use of false
connection with ihe complesion of this form
| attnat, wndes panaity of parury, tat | om jcheck one of the foliowing boxss|:

A S0 I W T 3 FOCOTWRT OB 10 SOl o K5
A Al REiTINOR MR e P Agtmaion Norber G FOMGR Fasaness ambar.

. ASa Rt B0 M EdnLUECIS MUt
ol
2 Poarn | B8 Ackresmsan Humda

3. Fomige Passoort Nember

Comiry of kmmre:

Sarerun re Emsioyms  Tockay's Cuie bbb

If you found any errors, please make the proper corrections now.
=P Edit Worksheet

Attestation B | am aware that federal law provides for imprisonment and/or fines

for false statements or use of false documents in connaction with the
completion of this form.

| | attest, under penalty of perjury, that | am: Citizen of the United
States

22 HireRight. All rights reserved. Confidential.




Section 1: Employee Information Worksheet

E-Signature
- Employee enters names.

= Review statements and indicate
understanding by checking the boxes.

= E-sign and Save.

© 2022 HireRight. All rights reserved. Confidential.

E-Signature

First Name

Jane

Last Name

Dae

E-Signature

B ! understand that | am using electronic means to sign this agreement.

| have reviewed the following electronic signature disclosure, and |

consent to signing this agreement electronically and receiving
electronic disclosures as described.

B ! understand that by typing my information above, | am certifying that
| am the person identified by this informaticn, and that by providing
this information and clicking the "Electronically Sign™ button will

constitute my electronic signature.

E-Sign and Save

Copyright © 2004 - 2022 HireRight, LLC. All Rights Reserved. Privacy/Security




Section 1: Employee Information Worksheet

CO n fl r m at I O n HIRE RIGHT" | applicant conter

= Visibility to 1-9 and List of Acceptable Documents

Thank you for your information!

I-9 Employment Eligibility Verification

Thank you for completing

Please note your I-9 is still considered incomplete until you have presented the

confirming work authorization and
identity in person to your employer and they have completed Section 2.

Communication Preferences

We can text alerts and status updates to your mobile phone (text charges may apply).
Would you like us to send notifications to:

H +] - @® Between | 9:00am ~ and 5:00pm PST
Country Code Phone Number

O Anytime

© 2022 HireRight. All rights reserved. Confidential.




