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The Background Check Company cr@onesourcebackground.com

ONE SOURCE |-9 FORM CREATION

This guide is designed to walk you through initiation of the I-9 Form Creation process and the E-Verify process in
the One Source portal. If you have questions as you're doing so, please reach out to our Client Relations
Department at 402-933-9999 or our toll-free number at 800-608-3645, option 1. Thank you!

1. Loginto the One Source portal and switch to your ordering account.

2. Hover over Ordering and click on Form I-9 Ordering.

Yonesource

The Background Check Compary

Home Ordering Reporis Docs & Forms My Account

Onlina Aedar
Form -9 Ordering

Baten nmvis uraer

3. Decide ifyou're going to run the process on a Background Checked Individual (someone you already have
screened and have in the system) or on a New Individual (someone you have not ran a background check on yet).

Create New |-9 Document

Create New |-9 Document

Create New -9 on :

O Background checked individual
) New individual
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a. Ifyou choose to run it on a Background Checked Individual, then a box will pop up for you to use to
search for your applicant. As you start typing the last name, a box of applicant(s) that match that name
will populate and you can click on the applicant’s name. You would then click on Continue.

Create New |-9 Document

Create New |-9 Document

Create New I-9 on :

® Background checked individual
O Mew individual

CONTINUE

* You can either

o Click CONTINUE without filling in the last name:
= You will be taken to the reports page
= Click on the name of the person you wish to add an 1-9
= You will then be taken to the background report for that person
= On background report click on the "Add 1-9 to this order” link under

the Actions right hand menu.

o Fillin the first few characters of the person's last name
= Select the correct person from the list of persons
= Click CONTINUE

selection format : Last name | First name | SSN | order number

Last Name : First Name : SSN:

b. If you choose to run it on a New Individual, then proceed on.

c. Next you will choose if you're going to add this piece to the existing order, or if you're going to create a
separate order. You will also choose how the form is going to be completed.

Create New I-9 Document

Create New I-9 on :
Background checked individual from order: 773286
®Add to order number: 773286 (OCreate a separate order
O Employer and Employee will fill all sections of 1-9 Form together
O Send employee email to fill/verify and sign Section |

) Remote Employee — Send employee email to fill/verify and sign section 1, then send
section 2 to an authorized representative.

ONE SOURCE I-9 FORM CREATION | UPDATED 2023



i. You would choose the first option if you and the applicant are both present in the office and
going to complete the form together. From here, you can Create and save this |-9.

Create New |-9 Document

Create New -9 on :
Background checked individual from order: 773286
®Add to order number: 773286 OCreate a separate order
® Employer and Employee will fill all sections of -9 Form together
O Send employee email to fill/verify and sign Section |

O Remote Employee — Send employee email to fill/verify and sign section 1, then send section 2 to an
authorized representative.

@® Create and save this -9

ii. Ifyou choose the second option, then you'll add the necessary information. And then you'll
choose if you want to email, text or email + text the request to the applicant.

Create New I-9 Document

Create New [-S on:

Background checked individual from order: 773286
®Add to order number: 773286 CCreate a separate order

O Employer and Employee will fill all sections of -9 Form together
® Send employee email to fill/verify and sign Section |

) Remote Employee — Send employee email to fill/verify and sign section 1, then send section 2 to an authorized representative.

Employee Information
Last Name : ]
First Name : ]
Email Address : ]

Phone Number : [ ]

Hire Date :
(mmy/dd/yyyy)

Invitation Options:
OSend Invitation by Email Only

OSend Invitation by SMS Text First
®Send Invitation by SMS Text and Email

@® Create and save this -9
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iii. Ifyou choose the third option, then you'll add the necessary information. You'll then also choose
the Authorized Representative option that best fits your and your applicant’s needs.

The authorized representative is the individual who will go in and verify the employee’s
documents. You will also choose if you're going to designate the authorized representative or if
the employee is going to designate the authorized representative. The authorized
representative is the individual who will go in and verify the employee's documents.

Then you'll choose if you want to email, text or email + text the request to the applicant.

Create New |-9 Document

Create New -9 on :

Background checked individual from order: 767569

®Add to order number: 767569 OCreate a separate order
O Employer and Employee will fill all sections of I-9 Form together
O Send employee email to fill/verify and sign Section |

® Remote Employee — Send employee email to fill/verify and sign section 1, then send section 2 to an
authorized representative.

Employee Information Authorized Representative Information
Last Name ® Employer will designate an authorized
representative
First Name : © Employee will designate an authorized

) representative
Email Address :

Last Name :

Phone Number :

First Name :

Hire Date : l
(mm/dd/yyyy)

Email Address :

Phone Number :

Invitation Options:
Usend Invitation by Email Only

Csend Invitation by SMS Text First City :
®send Invitation by SMS Text and Email

Address :

State : AL w
Zip:

® Create and save this 1-9
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IF YOU CHOOSE OPTION 2 - SEND EMPLOYEE EMAIL TO FILL/VERIFY AND SIGN SECTION T

With this option, the applicant will receive a link to complete, and then you as the recruiter (employer) will receive a
notification back when it's time to complete your piece.

1. Ifyou chose the second option, then the applicant will receive a “Request for -9 form information” email from
orders@onesourcebackground.com. The email will contain a link. When they click on the link, they'll be asked
to enter their date of birth and click on Continue.

Yonesource

Welcome

To continue, verify your information below and click “continue”.

Please enter your date of birth:

(format: MM/DD/YYYY)

2. The Form I-9 page will load. The applicant will be prompted to complete all the pink shaded fields on the form.
At the bottom they will sign and click on Continue.

Employment Eligibility Verification uscis
Form I-9
Department of Homeland Security OMB No. 1615-0047
US. Gitizenship and Immigration Services Expires 10/31/2022

START HERE: Read instructions carefully befire comslsting this form. The instructions must be avsilsble sither in paper or electronically, during completion of this form
Employers are lisble for error in the completion of this form

Instructions :

Ha
Click an the (@) for comext specifc help
ANTI-DISCRIMINATION NOTICE: It iz illegal to discriminate against work-autherized individuals. Employers CANNOT specify which decumentis) an employee may present to

establish employment authorization and identity. The refusal 2o hire or continue to employ an individual beczuse the documentation presented has a future expiration date may
2leo constitune legal diserimination

Section 1. Empleyee Information and Attestation (Employ=es must complete and sign Section | of Form [0 no lster than the first day of employment, but not before ‘

ing job offer.)

Last Name (Family Name) First Name (Given Name} Middle Initial Other Last Names Used (if any)
[ eheck if nat applicaste | (] Check if not spalicasie:

Address {Street Number and Name) Apt. Mumber City or Town State Zip Code

| —) || = =

[ ekt not sppicsbie
Date of Birth (mm/ddivyyy) . Security Number E-mail Address Telephone Number
[ eheck if nat applicable ) Check ot applicable

[ 1:am aware that federal law provides for imprisonment and/or fines for false statements or use of false d in ion with the letion of this form.

| attest, under penalty of perjury, that | am (check one of the following):
O & citizen of the United States

O & nencitizen naticnal of the United States

D & lawful permanent residert

J An alien autherized to work

Signature of Employee

Please zign here, using your mouse (press and hold the laft button while moving the mouse):

Date: 09/10/2023
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3. Once the applicant clicks on Continue, they will get the below notice. Their piece is then complete.

Yonesource

Thank you for updating your 19 information.

4. Once the applicant has completed their piece, then you will receive an “I-9 form for APPLICANT NAME requires
your attention” email from orders@onesourcebackground.com. The email will contain a link.

Please note that if you're completing the form as the recruiter, then when you click on the link you'll be
prompted to sign into your account. You may get a notice that the 1-9 Form is not available. At this time, you'll
need to switch into your ordering account and the form will then load.

Once the Form I-9 loads, you will need to complete Section 2 and the Certification section on the form.
Under Section 2, you'll choose the Document Type supplied. Once you do that, pink shaded boxes will populate
based on what you chose. Those are required fields and they need to be completed with the information from

the document(s).

Under Certification, you'll then checkmark the box, sign the box and list your title. Then click on Continue.

Section 2. Employer or Authorized Representative Review and Verification

Jsiness

ir i res mpl

n of one do

Additional Information :

Certification

| attest, under penalty of perjury, that (1) | have examined the documents(s) presented by the above-named employee, (2) the above-listed document(s) appear to be
genuine and to relate to the employees named, and (3) to the best of my knowledge the employee is authorized to work in the United States.

The employee’s first day of employment (mm/ddryyy) ©  |09/19

Signature of Employer or Authorized Rapresentative

Please sign here, using your mouse (press and hold the left button while moving the mouss): R
N . : N Date 09/19/2023

Title of Employer or Authorized Representative

Clear Signature
Last Name (Family Name) First Name (Given Name) Employer's Business or Organization Mame
|S|:aa'~s | |_|cd' | |'\'.'ester'| Nebraska Community College |
Employer's Business or Organization Address (Street Number and Name) | _ Zip Code
City or Town State
Scottshluff Mebrask e
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5. On the next page, you'll be prompted to submit your order. You may get a notice that there's a “Possible

Duplicate” because you already completed the background check on the individual. You can proceed and click
on Submit Now.

WARNING: POSSIBLE DUPLICATES

You have recently run a repert on the following individuals who may be a duplicate of the current request.
Please verify that this is not a duplicate order before submitting this request to us for processing.

Manual
Report Mew Last Order User
LIE Bane B Progress  Update  Update Date I SR
Status
Kk jspaans6B12-
m 773286 TESTTEST XX  s=wwoes ] 09/19/2023  09/19/2023 e H7A
9999 Jodi Spaans

+ SUBJECT INFORMATION

+ ORDER INFORMATION

Submit

You will then receive an Order Confirmation and the process will be completed. This portion of the background

check will show as Complete. If you open the search component, you'll be able to view the completed Form I-9.
You can also “manage” the employee from this spot.

= |-9 FORM CREATION FOR TEST M TEST COMPLETE - clear

Upload supporting docs

I-9 Form has been filled and attached.
Employment began on 83,/19/2023.

Click for -9 update

Click if no longer employed

Correct Employment Section

Attached documents

19 Form al 2023-09-19 13:02:02 Fax Document
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IF YOU CHOOSE OPTION 3 - REMOTE EMPLOYEE

With this option, you or the employee will choose who will serve as the authorized representative. The authorized
representative is the individual who will go in and verify the employee's documents.

The applicant will receive a link to complete, and then the authorized representative will receive a notice when it's time
to complete their piece.

1. Ifyou chose the third option, then the applicant will receive a “Request for I-9 form information” email from
orders@onesourcebackground.com. The email will contain a link. When they click on the link, they'll be asked
to enter their date of birth and click on Continue.

Yonesource

Welcome

To continue, verify your information below and click “continue”.

Please enter your date of birth:

(format: MM/DD/YYYY)

2. The Form I-9 page will load. The applicant will be prompted to complete all the pink shaded fields on the form.
At the bottom they will sign and click on Continue.

Employment Eligibility Verification uscis
Form I-9
Department of Homeland Security OMB No. 1615-0047
US. Gitizenship and Immigration Services Expires 10/31/2022

START HERE: Read instructions carefully befire comslsting this form. The instructions must be avsilsble sither in paper or electronically, during completion of this form
Employers are lisble for error in the completion of this form

Instructions :

Ha
Click an the (@) for comext specifc help
ANTI-DISCRIMINATION NOTICE: It iz illegal to discriminate against work-autherized individuals. Employers CANNOT specify which decumentis) an employee may present to

establish employment authorization and identity. The refusal 2o hire or continue to employ an individual beczuse the documentation presented has a future expiration date may
2leo constitune legal diserimination

Section 1. Empleyee Information and Attestation (Employ=es must complete and sign Section | of Form [0 no lster than the first day of employment, but not before ‘

accepting = job offer.)
Last Name (Family Name) First Name (Given Nams) Middle Initial Other Last Names Used (if any)
[ cneck i not applicaste | (| check if not applicasie

Address {Street Number and Name) Apt. Mumber City or Town State Zip Code

| — Errs 2

[ P
Dizte of Birth (mm/dd/yyyy) U.5. Social Security Number E-mail Address Telsphone Number
) Gheck i ot appiicable (Check i ot agplicable

[0 1am aware that federal law provides for imprisenment and/or fines for false statements or use of false d in ion with the letion of this form.

| attest, under penalty of perjury, that | am (check one of the following):
3 A citizen of the United States

O & nencitizen naticnal of the United States
D & lawful permanent resident

J An alien autherized to work

Signature of Employee

Please zign here, using your mouse (press and hold the laft button while moving the mouse):

Date: 09/10/2023
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3. Once the applicant clicks on Continue, they will get the below notice. Their piece is then complete, and the
individual listed as the authorized representative will be sent their piece to complete.

Yonesource

Remote 19 authorization requested

The employer has designated an authorized representative to fill out the Form 149 on behalf of their company. Their contact information is below:
name: [

Emil.

phone: I

An email with this information has been sent to you.

4. Once the applicant has completed their piece, then the authorized representative will receive a “Request to
complete 19" email from orders@onesourcebackground.com. The email will contain a link and instructions.

The authorized representative will be prompted to enter the applicant’s date of birth and click on continue.
Once the Form I-9 loads, they will need to complete Section 2 and the Certification section on the form.
Under Section 2, they'll choose the Document Type supplied. Once they do that, pink shaded boxes will
populate based on what you chose. Those are required fields and they need to be completed with the

information from the document(s).

Under Certification, they'll then checkmark the box, sign the box and list your title. Then click on Continue.

-]

Document type

Choose from List A Choose from List B, ©

Additional Information :

Certification

| attest, under penalty of perjury, that (1) | have examined the documents(s) presented by the above-named employee, (2) the above-listed document(s) appear to be
genuine and to relate to the employes named, and (3) to the best of my knowledge the employee is authorized to work in the United States.

The employee’s first day of employment (mm/dd/yywy) -

Signature of Employer or Autherized Raprazen

s Si d ing yo o (press and held th t ton while moving the 58 -
Please =ign here, using your mouse (pre nd hold the left button while moving the mou Date 09/19/2023

Title of Employer or Authorized Representative

Clear Signature
Last Name (Family Name) First Name (Given Name) Employer's Business or Organization Mame
|S|:Ea'~s | |_|cd' | |\'.'ester'| Nebraska Community College |
Employer's Business or Organization Address (Street Number and Name Zip Code
Fe : City or Town State P
| |Sc:r.:sh uft | v

[1501 E27th 5t
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5. The authorized representative will then receive the below notification. Their piece is then done.

Yonesource

[9 Information Submitted

Thank you for completing Section 2 of the Form |-9 for Employment Authorization Verification.

6. As the recruiter, you can log into the system and switch into your ordering account to view the search. This
portion of the background check will show as Complete. If you open the search component, you'll be able to
view the completed Form I-9. You can also “manage” the employee from this spot.

= |-9 FORM CREATION FOR TEST M TEST COMPLETE - clear

Upload supporting docs

I-9 Form has been filled and attached.
Employment began on @9/19/2823.

Click for 9 update

Click if no longer employed

Correct Employment Section

Attached documents

1% Form al 2023-09-19 13:02:02 Fax Document
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