Completion of the I-9 Form

Once a personnel form has been loaded for an employee and the form has been routed for
approval (RAPR) the employee will receive a welcome email that includes a link to the
Employee Data Sheet (EDS). The EDS contains links to all of the required employment
documents an employee must complete as part of the hiring process. A sample EDS is
displayed below:
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Employee Information Page (Test)

Each employee is asked to provide all information on this page. Please read carefully and complete any missing
information.

Full Name: Employee, Tthree LSU ID Number: 893800971
Home Address: 123 Test Ave Home Phone Number:

Baton Rouge, LA 70803

Department: 18435- ACCOUNTING SERVICES Title: 5980 STUDENT - LSU
Email: hemplo3@lsu.edu
||| Date of Birth: [01/03/1989 Sex: (O Female OMale

Click here to change directory information.

\Click here to submit your I-9 Form.

If you have relatives who are working at LSU, please dlick the link below to identify relationships.

= | [Relative information

To assist LSU in reporting accurate EEQ and other Federal and State statistical reporting, each employee is asked to
complete the race/ethnicity information.

Race/Ethnicity information

The following oath is reguired of all Louisi State employees by Louisi Revised Statute 42:52:

Loyalty Oath

1, Employee, Tthree, do solemnly swear (or affirm) that I will support the constitution and Laws of the United States
and the Constitution and Laws of this State; and 1 will faithfully and impartially discharge and perform all the duties

incumbent upon me as a(n) STUDENT - LSU and according to the best of my ability and understanding. So help me
God.

[l Agree (by checking box I am acknowledging that I have read and agree to the oath as stated)
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The I-9 form is one of the required documents listed on the EDS. The employee will click on
the link for the 1-9 form and complete Section 1.



The information contained on Directory will automatically populate for the employee. The
fields the employee will need to complete are indicated by the open text boxes and radio
buttons.
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OMB No. 1615-0047;Expires 08/31/12
Department of Homeland Security Form I-9, Employment
U.5. Citizenship and Immigration Services Eligibility Verification

Read instructions carefully before completing this form. The instructions must be available during completion of this
form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT
specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents
have a future expiration date may also constitute illegal discrimination.

© be completed and signed by employee at the time employment begins.)}
Print Name: Last First Middle Initial Maiden Name
Employee, Tthree |

Address (streer Name and Number) Apt. # Date of Birth [monchidsy/esr)

123 Test Ave 01/03/1989

City State Zip Code Social Security #

Baton Rouge LA 70803

Country Code/Citizen Code: | United States v

1 am aware that federal law provides for 1 attest, under penalty of perjury, that T am (check one of the falloving):

imprisonment and/or fines for false o -
statements or use of false documents in Oa C|t|ze.r|. 0 i Urited S ten . . :
connection with the completion of this form. ) A noncitizen national of the United States (see instructions)

O A lawful permanent resident (Alien#) | |

O An alien authorized to work (Alien# or Admission#)| |
until {expiration date, if applicable - mm&.,-'day.r‘yaar,‘-|

Employee's Signature Date [month/day/year)
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Once the employee has entered the required information they will click the “Submit” button.
They will then be prompted to click the “Confirm Submit” button before the form will be routed
to the HRSAUTH for completion of Section 2. NOTE: If the employee is an international
student or international GA the I-9 form will route to ISO for completion of Section 2.

Since the I-9 form is routed similar to the personnel action it is assigned a status. Once the
employee has submitted the I-9 to the department the status will change to RAPR. At this
status the employee receives an email instructing them to bring their identity and work
authorization documents to the HRSAUTH for review and certification. The HRSAUTH will
receive a Workspace notification that the I-9 is ready for their completion.



The I-9 form can be accessed by clicking on the Workspace link, which will bring the HRSAUTH
directly to the I-9 form, or by selecting the employee using the Employee Search screen. If the
Employee Search screen method is used, click on the Documents Tab to retrieve the 1-9 form.
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Employee Information A
LSU ID: 803860971

Employee Name: Employee, Tthree

PAWS ID: hemplo3

Name Employee, Tthree LSU ID: 893860971

Pay Type/Pay Basis: 7-70 Position Number: 893860971

Home Dept: 18435 - ACCOUNTING SERVICES

Title Code: S980 - STUDENT - LSU .

Retirement Code: 51 Emp Mot Ehgmfe for any Retire Sys Email: hemplo3@lsu.edu i |
[Form Number: 87001764

0G0

Logonid ____JlastUpdate |
hemplo3 04/09/10 10:58:06

Aﬁacﬁ Oﬂwer Documents

ttach Other Documents (e.g. .doc, .pdf formats)

Document names may only contain alpha or numeric characters.
Browse to select the completed document from vour PC hard drive.
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The HRSAUTH will complete Section 2 by entering the information collected from the

employee’s identity and work authorization documents. Upon completion of the required fields
the HRSAUTH will click the “Submit” button. They will then be prompted to click the “Confirm
Submit” button in order to finalize approval of the I-9 form. Once the HRSAUTH has approved

the I-9 form the status will change to RAPP which is the final status for this document.
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S Employer Review and Verification
\(To be completed and signed by employer. Examine one document from List A OR examine one document from List B and
lone from List €, as listed on the reverse of this form, and record the title, number, and expiration date, if any, of the
idocument{s).)

List A OR List B AND List C

Document title:

|Select One v| iSeIect One ¥| | Selact One ~|

Issuing authority:

Document #: | | | ‘

_ Expiration Date (i any): |
\ | -

Document #: | |

_ Expiration Date (i any):

CERTIFICATION: I attest, under penalty of perjury, that I have examined the document(s) presented by the
above-named employee, that the above-listed document(s) appear to be genuine and to relate to the employee
d, that the ployee began ploy t Oon (menth/d: }EE]EI’U .___0_|and that to the best of my
ge the employee is authorized to work in the United States. (State employment agencies may omit the
date the employee began employment.)

L lad

Signature of Employer or Authorized Representative Print Name Title
Final Release- Scope HRS TRANSIENT - SPECIAL
Business or Organization Name and Address (Screec Name and Number, City, Stars, Zip Code) Date {monchiday/pear)

UNIV. INFORMATION SYSTEMS
FREY COMP. SERV. CTR.

BATON ROUGE LA 70803

erifical

Mﬂa, p -and Re lication
(To be completed and signed by employer.)

A. New Name (if spplicabis) B. Date of Rehire (monthidayyear) (if spplicabie)

C. If employee's previous grant of work authorization has expired, provide the information below for the
document that establishes current employment authorization.

Document Title: Document#: Expiration Date (ifanviz

=

Done @ Internst ¥a -
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