INDIANA UNIVERSITY

HUMAN RESOURCES

How to Complete a Section 3
Reverification

Please note that while you will be able to access and re-verify all cases, Form I-9s
that were migrated from GIS Compli-9 are not viewable in HireRight. If you are
working on a migrated 1-9, you should still follow the steps on this Quick Guide.

1. Toggle to the “Indiana University (I-9 + E-Verify)” option in the HireRight dropdown menu.

Select Account: | Indiana Univgrsity ('I-9 + E-Ve}ify) al
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Indiana University (Background)

Indiana University (I-9 + E-Verify)

Indiana University (International Background)

Indiana University (MVR Only)
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2. Locate the I-9 using the search function in the upper left-hand corner of the page.
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3. Locate the correct record and highlight it.
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4. Right click the record, and select “Re-verify 1-9 Form”

Next Action

View

Send Form
Start/Termination Dates
E-Verify Report

Manage Supporting Docs
Reassign

Re-verify 1-9 Form
Correct I-9 Form

Delete 1-9 form
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5. Select “Update Myself” and click “Submit”

1-9 Employment Eligibility Form

Form |-9 Updating and Re-Verification (Section 3) Options

Who will be updating Section 3 of this form?

(@ Update Myself

") Send to Hiring Manager

Submit

6. Choose the purpose of the reverification.
a. This will be “Employee Work Authorization renewal”

Reverification and Rehires Worksheet

Purpose of Reverification

Employee name change

Employee Rehire

[l Employee work authorization renewal
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7. This will open additional fields below the purpose.
a. Enter the updated work authorization information.
b. Click “Next”.

Document Selection
Click here 1o select Document Title -

Student or Academic Visa Does the employee have 3 student or acadenmic visa?

8. Review your IU department and account number then click “next”.
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9. Review Section 2, and electronically sign the Form I-9.
a. Be sure that you have checked all of the certification boxes.
b. Click “next”.
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10. Click “Review”, then review information one last time, and close (secondary) I-9 window.
11. Check all of the attestation boxes. Click “E-sign and Save”.

1 attest, under penalty Of perjury, That 0 the BESt of my knowiedge. Ths empioyee 15 SUhorized 1o work i the United
Attestation L N Y ks ’ - ? =
States, and if the empioyee presented documentis), the documentis) | have examined appear to be genune and o
relate to the individus
E-Signature FirstName
Allison
Last Nome

Dunbar
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W | understand that | am using elects
sEnature disclosure and | conses
descrived

e
Sgreement eleCTONICAy 8nd receiving eiectronic disciosures as

3 agreement | have reviewed the following electronic

[l ! understand that by typing my information sbove, | am Certifying that | am the person identified by this information

and that my providing this information and clicking the “Elecronically Sign” butzon will constitute my elecronic

signature.

12. You will see this screen:

-9 Employment Eligibility Form

Thank You

Thank you for completing the federal -9 Employment Eligibility Form
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