UAccess Employee Manager Self Service x| TS
Electronic 1-9 Routing: Department Approves 1-9, College Submits E-Verify
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New Hire completes
Citizenship and Employment Authorization
area of I-9 and Submits*

3 v

New Hire must present original employment
eligibility documents to department before The College Reviewer (if one

process can proceed. exists) is notified via email
when the 1-9 is submitted by

the New Hire for the first time.

Department:**

E— Reviews -9

e Completes Documentation Verification area

New Hire makes
corrections &
Submits*

4 No Is 1-9 correct?

Yes

Department:

e Approves I-9

e Sends copies of supporting
documents to College Approver

Y v
College:**
e Reviews I-9 The Department Reviewer (if
e  Submits E-Verify to USCIS one exists) is notified via email
when the -9 is Approved or
Department makes Saved by the I-9 Dept. Approver.

corrections & Saves*
A

No Is 1-9 correct?

Yes

College:

e Approves I-9

e Writes I-9 transaction number on upper right-hand corner of supporting documents and E-Verification certificate
e Sends copies of supporting documents to Systems Control

v

Systems Control:
‘ » e Attaches supporting documents
e Reviews transaction

Department makes

corrections & Saves*
y

* Indicates individual needing to take
action was notified via email

No Is I-9 correct? *+

** |ndicates employee needing to take

Yes action was notified via UAccess Pagelet
v - *t Indicates College is not included in
Systems Control: workflow when Systems Control returns

e Issues Final Approval transaction, but is notified via email

For information and permission to use our PDF manuals, please contact uitsworkshopteam@list.arizona.edu  PDFs available at workshops.arizona.edu
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New Hire completes
Citizenship and Employment Authorization
area of I-9 and Submits*

A

New Hire must present original employment
eligibility documents to department or college
before process can proceed.

A

Department or College:**
e Reviews -9
e Completes Documentation Verification area

New Hire makes
corrections &
Submits*

A

Is 1-9 correct?

Yes

v

The College Reviewer (if one
exists) is notified via email
when the -9 is submitted by
the New Hire for the first time.

Department or College:

e Approves I-9

e  Submits E-Verify to USCIS

e Writes I-9 transaction number on upper
right-hand corner of supporting documents
and E-Verification certificate

e Sends copies of supporting documents to
Systems Control

e

Systems Control:
e Attaches supporting documents
e Reviews transaction

Department or
College makes
corrections & Saves*

A

No

For information and permission to use our PDF manuals, please contact uitsworkshopteam@list.arizona.edu

Is 1-9 correct? *t

.

The Department Reviewer (if
one exists) is notified via email
when the -9 is Approved or
Saved by this 1-9 Approver.

Yes

v

Systems Control:
e Issues Final Approval

* Indicates individual needing to take
action was notified via email

** Indicates employee needing to take
action was notified via UAccess Pagelet

*t+ Indicates College is not included in

workflow when Systems Control returns
transaction, but is notified via email.

PDFs available at workshops.arizona.edu
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