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Online I-9 and E-Verify Process  
About Electronic I-9s and E-Verify 

• Implemented to automate the process of documenting that each new employee is 
authorized to work in the United States 

• Complies with mandate from the Governor of Virginia to process all new hires and 
rehires through E-Verify 

• E-Verify allows employers to automatically determine eligibility of their 
employees to work in the United States 

• Online I-9 Management system is hosted by external vendor 
• Electronic I-9s are stored in a central database  
• Eliminates the need to complete a paper I-9 and submit to HR  

 

What is an I-9? 
• A form used to document verification of identity and employment eligibility of all 

employees (both citizen and non-citizen) hired to work in the United States after 
November 6, 1986 

• Required to comply with the Federal Immigration Reform and Control Act 

• Regulated by the U.S. Citizenship and Immigration Services (USCIS) division of 
Department of Homeland Securities (DHS) 

 

Some Penalties for Non-Compliance 
• Employers who violate the law may be subject to: 

o Civil fines 
o Criminal penalties (when there is a pattern or practice of violations) 
o Debarment from government contracts 
o A court order requiring the payment of back pay to the individual 

discriminated against 
o A court order requiring the employer to hire the individual discriminated 

against 
• More information is available at: http://www.uscis.gov/i-9-central/penalties  

 
  

http://www.uscis.gov/i-9-central/penalties
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I-9 Compliance 
Is an I-9 Required? 

• Open Banner form PZII9HS for the employee 
• Does the employee have an E-Verify case number? 

o If NO, continue with I-9 process 
o If YES, open Banner form PWIEMPV 

• Review job start/end dates/last paid date 
• If there is a break in service or break in pay for more than one year, a new I-9 

must be completed 
• For non-residents, the employment authorization documents could have changed - 

review carefully 
• Contact HR with questions if an I-9 is needed 

 
PWIEMPV 

 

 
 
 
 
 

TIPS:   You can find the Last Paid Date on page PWIEMPV   
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Section 1:  Employee Information 
• Section 1 should be completed and signed by employee on or before the first day 

of work 
• Employee will receive two emails from donotreply@equifax.com. One will have 

the link to the New Hire Center and the other will have the password to login. The 
password is only valid for the original login. 

 
*Please note, wage employees must have a job in Banner before they will be sent to 
the New Hire Center and receive these email* 

 
 

 
 
 

• Once logged in, employee will need to complete all forms in the New Hire Center 
before completing section 1 of the I9. 

 

mailto:donotreply@equifax.com
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Section 1: 

TIPS: 
• All fields are required EXCEPT: 

o Other Names 
o Apt. Number 
o Email Address 
o Telephone Number 

• If the employee does not have a Middle Name, enter N/A 
• Foreign nationals without a Social Security number- check the “SSN Applied For” 

button below the Social Security number field 
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TIPS: 
• Employee attests to citizenship 

• If number 4, An alien authorized to work until, is selected the new hire should 
indicate the “authorized to work until date” on the i9. The date should be listed on 
their form I-20, DS2019, or another form of work authorization. 

• If someone other than employee prepares section 1 on behalf of employee, the 
Preparer and/or Translator Certification must be completed 
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• Click Add Preparer to save the information 
• Click Continue to save 
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TIPS:  
• Review the data for 

accuracy 
 

• Scroll to bottom of page  
 

• Employee signs the form 
by checking the attestation 
box 

 
• Employee’s initials must 

correspond to the name as 
it was keyed (not case 
sensitive) 

 
• If the employee has 

multiple first names 
and/or last names, only 
enter the first, first name 
initial and the first, last 
name initial 

 
• Click Continue 
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TIPS: 
• Print the receipt code page if section 2 will be completed by a remote completer. The 

remote completer will need the receipt number to pull up the I9. 
• New Hire will receive an email confirmation once Section 1 has been completed 
• Scroll to bottom of page to review acceptable documents to present for completing 

Section 2 
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• Click continue to finish section 1 
 
TIPS: 
• List A document to prove identity and work authorization OR List B document to 

prove identity AND List C document to prove work authorization 
• A full list of acceptable documents can be found at https://www.uscis.gov/i-9-

central/form-i-9-acceptable-documents  
• All documents must be original. Only exception is certified copy of birth certificate 
• All documents must be unexpired by the first day of work. For Foreign Nationals, 

Transfer Pending documents may not be used 
• Must present a document with a photo 
• Reminder – employee must present original documentation within three business 

days of starting work 

  

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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Getting access the I9 System  
 
For employees needing access to the I9 system for processing purposes, departments 
need to complete the following steps: 
 

• Employer access only – for I9 access, complete the following steps:  
• Online Banner HR access request form on computing.vt.edu 

(https://banweb.banner.vt.edu/vt/prod/vtirm.irm_forms_main.entry)  
• Login and select Add/Change Administrative System Access 
• Enter employee’s ID and select Request additional access 
• Select Human Resources and check the Online I-9 option 
• Submit electronic form 
• Print copy for signature approval 
• Must be signed by employee AND dean, director, or department head 
• Send a signed copy to the HR Apps Team through the HR Dropbox (The dropbox 

link is located on hr.vt.edu)    
 

Completing Section 2 of the I9 
 
This section focuses on how to search for employees and complete section 2 of the I-9 

 
• Click on Login to New Hire Center 

https://banweb.banner.vt.edu/vt/prod/vtirm.irm_forms_main.entry
http://www.hr.vt.edu/
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Consent to Information Release 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Each time an I9 processor logs in, the Consent to Information Release screen 

will appear. Verify the VT Username and ID number, then click the Share 
button  
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New Hire Center Welcome Screen 

 
 
• Click on Search Employee to verify all forms have been completed and Section 2 is 

ready to be completed 
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• Enter First and Last Name, then press View  
 

 
 

 

 
• Verify Status says Document Complete - Waiting on Section 2 of I9 
• Click on the Name 
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Click Complete I9 
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• Verify the start date is the first day the employee began working. If the date 

listed is not the first day of physical work, please update this date. 
• Enter the VT ID. Do not include dashes 
• Visa type is not applicable to US Citizen 
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• Select the document(s) presented by employee 
• Select documents from valid list of options provided in drop down list. The list 

provided will be based on the citizenship status indicated in Section 1 
• If employee is terminated before completing I-9, choose that option and continue 
• Click Continue to save 
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• Examine documents and record verification information 
• Complete all fields provided 
• Click Continue to save 
 
TIPS: 
• Fields may vary depending on documents presented 
• Click on Sample Document link to view valid examples of selected document type 
• Do not include dashes in Document number 
• If there is no Document number, include several zeros 
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• Carefully review all information entered 
• Check the box stating you have read and agree with certification statement 
• Click Continue to save 
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E-Verify Status 
 
• Unique case number is assigned to I-9 
• I-9 verified against SSA and DHS databases 
• Receive initial status response within seconds 
• How to proceed depends on E-Verify status. One of the following messages will 

appear: 
o Employment authorized 

 Employment authorized - with additional verification optional 
 Employment authorized - with additional verification requested 

automatically 
o Photo matching required 
o Current I-9 is not eligible for verification 
o SSA or DHS tentative non-confirmation; this status will be handled by the 

Central HR I9 Coordinators 
• Temporary initial responses, requiring more time or more steps include: 

o Initial verification not processed 
 Review/Edit employee data (may indicate minor error/typo) 

o DHS verification in process 
o SSA or DHS continuance 
o DHS referral to SSA 
o SSA/DHS case incomplete 
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TIPS: 
• I-9 was 

successfully 
added 

• Next action 
depends on 
E-Verify 
response 

• Always click 
“View Case 
Details” to 
take 
appropriate 
action 

 

 
 
 
 
 
 

• E-Verify has assigned a Case Number 
• Status at bottom of page shows Employment Authorized (If anything other than 

Employment Authorized or Manual Review is showing, please contact I9@vt.edu)  
• Case Resolved should be displayed at bottom of page 
• Logout or click Back to Compliance Center and proceed with another I-9 

 

mailto:I9@vt.edu
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Photo Matching 
 
• Required when employee presents any of the following eligibility documents: 

o U.S. Passport or Card 
o I-551 Permanent Resident Card (green card) 
o I-766 Employment Authorization Document (EAD) 

• E-Verify requires I-9 administrators to match the photo provided with the one on file 
with the United States Citizenship and Immigration Services (USCIS) 

• A securely scanned copy of the photo document must be attached to the electronic I-9 
as supporting documentation.  

• DO NOT ATTACH OTHER DOCUMENTS. 
 

 
Attaching Photos 
• Securely scan the image 
• Save the file with a name you will recognize 
• Attach the scanned image to the electronic I-9 
• Open the attached document to confirm legibility 
• Delete the file or encrypt it if retained 

o Do not send any scanned documents to HR 
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SECTION 2 – Uploading Documents 

 
TIPS: 
• Use List A to select US Passport or US Passport card, Permanent Resident Card, or 

Employment Authorization Document (EAD).  
• Attach both the front and back of the card. This can be attached as two separate 

documents 
• Click Continue to save 
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TIPS: 
• Examine the employee’s document(s) and record verification data 
• Enter Expiration Date (check box if there is not one) 
• Click Continue to save 
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TIPS: 
• Get started by uploading the image file 
• Select the Attach File link – Do not click on Upload I9. This will overwrite the current 

I9 document in the file 
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TIPS: 
• Select document from list of valid options 
• Scroll to the bottom of the page 
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TIPS: 
• Select document from list of valid options 
• Be sure to use image files in one of the supported formats 
• Use the Choose File button to select from your computer 
• Click Upload 
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TIPS: 
• An image of the attachment appears 
• Select Correct if this document does not have any errors 
• Select Incorrect if there are errors present  
 
 
 
TIPS: 
• Notice the 

Upload 
Status now 
shows a 
check mark 

• Press the 
Finished 
button 
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TIPS: 
• E-Verify has 

caught up 
and displays 
the Photo 
Matching 
status 

• Click view 
case details 
or scroll to 
the bottom of 
the page 
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TIPS: 
• Verify 

legibility 
and close 
the window 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
TIPS: 
• Click the 

Photo 
Matching 
button to 
proceed 
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TIP 

• Compare the photo shown to the photo on the ID card 
Select Yes: 

• If the photo on the document matches the photo on file 
• If there is no photograph in the database  
• Click Continue to proceed 

Select No: 
• If the photo on the ID does not match the database 
• E-Verify response will be a Tentative Non-Confirmation 
• Notify I9@vt.edu  
• Click Continue to proceed 

Select No Photo Displayed: 
• If not photo shows, click the No Photo Displayed button and click Continue 

 

mailto:I9@vt.edu
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TIPS: 
• E-Verify has assigned a Case Number 
• Scroll to the bottom of the page 
• Make sure the case is closed 
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Terminations 
 

• I-9 circumstances that may warrant termination 
 

o Employee does not present documentation to complete Section 2 within 
three business days of the first day of work 

 
o Employee refuses to furnish a Social Security Number for E-Verify purposes 

 
o Employee elects not to contest a negative E-Verify finding 

 
• Complete Section 2 using the option at bottom of the Review and Verification page 

indicating that employee has terminated 
 

 

Special Circumstances 
• SSN Applied For: 

 
o E-Verify requires employee’s social security number (SSN) on Section 1 in 

order to for the I9 to be Authorized 
 

o Select the SSN Applied For option in the Employee Information and 
Verification section for someone who does not yet have a SSN. The I9 will be 
in a holding status until the SSN is provided 

 
o Employee MUST apply for an SSN and provide it to Payroll. Payroll will 

update the number in the I9 system and will submit to E-verify at that time 
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Special Circumstances – cont’d 
 

• Receipts: 
o Employer may be required to accept a receipt in lieu of the List A, B, or C 

document  
 
o When receipt is presented, check the “Receipt” box next to the type of 

identification document on Section 2; a copy of the receipt should be 
attached to the I9 
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Acceptable receipts an employee can present for identification 

 
• For Non-residents with a SSN - Always use the Non-everify location at 

beginning of semester! 
o Foreign nationals must be updated in the Federal SEVIS database before 

being processed in E-Verify 
 

o If this is not done, submission to E-Verify needs to be delayed 
 If individual’s “Applied for SSN” submission is automatically delayed 
 If individual has an SSN, department must manually delay submission 

using the “non-E-Verify” location  
 

o Complete Section 2 by entering the special non-E-Verify location, “000001” 
in the Location field  

 
o HR will follow up with the E-Verify process and updating the location data 

 

 
Direct any questions to:  hrservicecenter@vt.edu  
 
 

mailto:hrservicecenter@vt.edu
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