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Compliance Center Administrative Users Quick Reference Guide

ACCESSING THE APPLICATION

LogIn

e Loginto the application — the web adress is on the first page of the document.
e The employer code is always 15716.
e Check the “Remember my Employer Code on this Computer?” box.

COMPLIANCE CENTER ClHeme Prvvacy Py ]
“ade: [[15716 E

| Pemember my Employer Code on this computer?
Continue

) ) af::l‘rmmm s.mw. Tabs Comporation, @ whally owned subsdary of Lowfon Inc., Atlanta,

User ID

e User ID = your 3 inititals (small letters)+ the last 5 digits of your EIN. If you do not
have a middle initial, use the letter “x.

e Example: John H. Smith, EIN 123456 — User ID = jsh23456

e Example Marie Parker, EIN 87457 — User ID = mxp87457

COMPLIANCE CENTER [Home prvacy policy £

R e S e, W U
You are not logged into the site.
elect ope of the following ootion

State of Arizona

Enter your User ID to log in. Information is protected by industry
standard SSL encryption.

Terms and Conditions |  of Equifax Inc., Atlanta,

PIN
e The default pin is the 4-digit year you were born + the last 4 of your social security

number.

e C(Click Log in after entering your PIN.

e After you log in for the first time, you will be invited to answer 6 security questions
and change your PIN.

COMPLIANCE CENTER 3 Home: Privacy Policy [

You are not lagged into the site,
£ select one of the fallowing ontions 1o conlin

Terms and Canditions ] FoF Equaciinc, Ahioks;

[ <Back Login |
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Forgot PIN

e Follow steps 1 and 2 above.

e Click on the “Forgot your PIN?” link

e One of your security questions will pop up

e After you correctly answer the security question, a screen inviting you to create a
new PIN will appear

COMPLIANCE CENTER

State of Arizona

Enter your PIN.

" <Back || Log in

T oo Conaiiar] ot Equfan
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ONBOARD ARIZONA - THE BASICS

Lookup Function

e Click on the Lookup link.

COMPLIANCE CENTER Privacy Policy ] Logout I3 Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona
pe—r——
Filter OFf Al | o

Tasks Not Started D
webManager Menu

Tasks Not Completed [o
-

Workflow Summary

Create Packet
Exports
Import/Export Logs

Settings

e Find the new hire by either:
= Entering the last 4 digits of the new hire’s social security number
=  Entering the first name and last name — not that partial values will work. So for
John Parker only the letters Jo (first name) and Pa (last name) will yield a
result.
e Click View

COMPLIANCE CENTER Privacy Policy ] Logout £ Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona

P

Fi
Sl Last 4 of

[ eoimorvens —— [ c [ cam—N T

Lookup * = partial values acceptable

Workflow Summary
Create Packet
Exports
Import/Export Logs

Settings

e All employees that meet the lookup criteria will display. Click on the employee
name for the I-9 you wish to complete.

COMPLIANCE CENTER Privacy Policy £ Logout ] Welcome: John Sheller
S N N )]

State of Arizona ACTIVE DIVISION State of Arizona

oot rpersaogs woobw |

Filter Off

Hher Last 4 of SSN
e — T [viw |
Lookup

= = partial values acceptable

Workflow Summary
Create Packet Name

Location Creation Date
Bports :odal Security Positi Start State
Import/Export Logs sheller, John ADHRDAD-HUMAN RESQURCES 04/14/2014 05:41 PM |Process Terminated
W000-XX-5555 DIVISION 05/01/2014
DEPT OF ADMINISTRATION
Settings Sheller, John ADHRDAD-HUMAN RESOURCES 04/04/2014 11:46 AM |Filling Out E-Signature
00X DIVISION 05/01/2014
DEPT OF ADMINISTRATION
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Packet Information Tab

e The employee summary page will display.
e Note the Workflow State: this employee is hired.
e Note the I-9 Status: the I-9 has been processed correctly. The employee is

COMPLIANCE CENTER

State of Arizona

N

Ly Reference ID

Workflw Summary Login ID

Create Packet Social Security Number
s Full Name

Tasks Street Address

Alerts

T Telephone Number

E-mail Address

Exports

Privacy Policy £ Logout £

authorized to work in the US and the E-Verify case has been closed.

Welcome: Camille Lawrence

ACTIVE DIVISION State of Anizona

e

Return to Lookup

Tasks Workflow History

1-9 Detail
Screening

Documents Notes Activities

Location AGOPSAG-OPERATIONS DIVISION
T = P e Position ATTORNEY GENERAL (DEPT OF LAW)

Start Date 971472015
Settings Creation Date 9/2/2015 2:21 AM

Created By

Workflow State ired )

Tax Credit Eligibility

-9 Status | eeem Fesolved: Employes continues to work 3

Qisceiving an Authur\zedm
Exempt from Overtime *

Documents Tab

COMPLIANCE CENTER Privacy Policy EY

State of Arizona

e Click on the Documents tab to review details on the packet.

Logout £ Welcome: Camille Lawrence

ACTIVE DIVISION State of Arizona

ot oo ]

Filter Off _ Retam to Looky
_wdlﬂlmn' Menu Packet Information Tasks  Notes Workflow History Activities
AEC Reference 1D 5752707 Reset Password |
Workflow Summary
Login 1D 166025 Take Action
Create Packet Social Security Number WOO-H00-8T95 ———
User Management Full Name CAMPOLL, THOMES L | Resend Invitation |
Tasks Street Address E730 N, 17th Avenue 1-9 Detail
AptfSuites 204 S S
lerts Phaenix, AZ 85015 Employment Cente
1-5 Management Telephone Number (502) 650-7718 Screening
E-mail Address ticampolidhotmail.com
Location AGOPSAG-OPERATIONS DIVISION
R Position ATTORNEY GEMERAL (DEPT OF LAW)
Start Date S/14f2015
Settings Creation Date S/2/2015 2:21 AM
Created By
Workflow State Hirad
Tax Credit Eligibility
1-9 Status Case Reschved: Employes continues to work after
racaiving an Employment Authorized result
Exempt from Owertime *
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e Alist of all the documents contained in the packet and the actions taken to date is
displayed.

e To view a document, click the document name.

e To print a document, check the box next to the document name and click on “Print
Checked.”

COMPLIANCE CENTER Privacy Policy ] Logout ) Welcome: Camille Lawrence
State of Arizona ACTIVE DIVISION Stat= of Arizona
o
e

e BTl s | s |

N
= ot rCreie)
Workflow Summary =
Create Packst Employment Application
o= - Employee Photo Release Form - AG a| ~
T Director's welcome - AG .‘ ,’D\
Hlerts Personal Information B 0
1-9 Management = H‘ O
Exports E-Sinsture Gl O
Import/Export Logs Loyalty Oath H\ 0

Disclosure Statement =]l O
S Selective Service Affidavit CIIRAWI

Child Support Certification ] juf
Complaint Policy/Mandatory Training Acknowledgement - AG \ a
Benefits Summary ‘ a
Health Tnsurance: Notice = 0

loves Rights and Responsibilties \ a
Use of State Services, Computers, and Other Equipment ]l O
‘EcoiMiitary Service|Diszbilty B 0
DP User Affirmation Statement =]l O
Quertime Election Document Gl O
AG Prohibited Acts =]l O

EC=Employes Completed MC=Manager Completed
Print Checked

Note: Each agency has a personalized new hire packet. The documents at your agency may be
different from the example above.

Tasks Tab

e The Tasks tab is not used at this time.

Notes Tab

e The Notes tab is not used at this time.

Workflow History Tab

e Click on the Workflow History tab.
e The date and time at which major process were completed by the new employee are
displayed.

COMPLIANCE CENTER Privacy PolicyE] Logout £ Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona

Curent it Setings

Packettommotion. | Dosenents | Taks | ok [ ko vy )| ek

Lookup

LA Fillng Out E-Signature Completed Documents System 12/26/2013 1:17 PH
Create Packet Filling Out Personal Information Completed System 12/26/2013 1:17 PM
T Initial State Activate Hire Packet John Sheller | 12/26/2013 1:13 PM
Import/Export Logs

Settings
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Activities Tab

e Click on the Activities tab.
e Alist of documents and the specific date and time the new employee completed them is

displayed.
ceen gy
COMPLIANCE CENTER Privacy Policy[d Logout 3 Welcome: John Sheller
State of Arizona ACTIVE DIVISION State of Arizona

Coret P settngs | sowowory |
ot [ Betpto Lok
e e ) ) @

Lookup
Workflow Summary

E-Signature Saved John Sheller 12/26/2013 1:17 PM

Create Packet Health Insurance Marketplace Notice Saved John Sheller 12/26{2013 1:17 PM
Exports Personal Information Saved John Sheller 12/26/2013 1:17 PM
I - Director's welcome Saved John Sheller 12/26/2013 1:15 PM
APTHEEEE “Your OnBoard Arizona New Hire Documents’ Email Sent 12/26/2013 1:14 PM
Settings
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ADMINISTRATIVE ACTIONS ON NEW HIRE PACKETS

e A series of administrative actions may be taken from the packet summary page. Those
actions are shown as buttons on the right hand side of the page. You may:

Reset the new hire’s password
Resend the e-mail to the new hire
Cancel the packet

COMPLIANCE CENTER Privacy Policy[] Logout £ Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona

cereseogs | Soene |
T Beum o Lok

webManager Menu Packet Information | Documents  Tasks  Notes Workflow History
Loty Reference ID

Workfiow Summary

Create Packet

Exports

Import/Export Logs

Settings.

Location ADHRDAD-HUMAN RESOURCES DIVISION
Position DEPT OF ADMINISTRATION

Start Date 1/1/2014

Creation Date 12/26/2013 1:13 PM

Created By John Sheller

Workflow State Filling Out Employment Forms

Tax Credit Eligibility

1-9 Status

Exempt from Overtime * | No

Note: Cancelling the packet will not delete the pending I-9. To delete a pending I-9, please refer
to the I-9 Administrative User Quick Reference Guide, page 16, items 35 to 40.
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WORKFLOW SUMMARY LINK

e Click on the Workflow Summary Link.

COMPLIANCE CENTER Privacy Policy£] Logout £ Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona

Current Filter Settings ‘Workflow Summary

er
oo Filter By: Creation Date v
Begin Date: 2014 | endpate: [8 V)2 w2012

Lookup
Workflow Summary

Create Packet
Exports
Import/Export Logs

Settings

e The Workflow Summary page will display.
e Select the packet status you wish to view.
e Enter the date range you wish to view.

e Click on View

COMPLIANCE CENTER Privacy Policy[s] Logout[E) Welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona
e
O oy

e Begin Date: T we01e vatelT_vijz vz ([ view |)
[Cen /(NI Uit L ew |

Lookup

Workflow Summary Packet Status Count

Create Packet Initial State 0

Exports Filling Out Personal Information 0

Import/Export Logs Filling Out E-Signature []

Filling Out Employment Forms 2

i New Hire Documents Complete ]

e Hired 0

Process Terminated 0

Expired 0

e The packets that meet the criteria will display.
e Click the packet you with to review to access the packet details.

COMPLIANCE CENTER Privacy Policy [] Logout £ Welcome: John Sheller
State of Arizona ACTIVE DIVISION State of Arizona
s
Filter Off Filter By: — —
e e BeginDate: [ V{1 v|[2014 | endoate: [ v}(2 w2014 || View |
Lookup
Workflow Summary Count
Create Packet Initial State L]
Exports Filing Out Personal Information
Import/Export Logs Filing Out E-Signature 0
= Filling Out Employment Forms. 2

09/02/2014 12:56 PH

PDGSCAD-GSD ADMINISTRATION
PEPT OF ADMINISTRATION

09/02/2014 12:33 PH

MNew Hire Documents Complete
Hired

Process Terminated
Expred

elele|e

Page 9 of 11




Compliance Center Administrative Users Quick Reference Guide

CREATE A MANUAL PACKET

e Click on Create Packet.

COMPLIANCE CENTER Privacy PolicyE  Logout welcome: John Sheller

State of Arizona ACTIVE DIVISION State of Arizona

off

Filter Alert

Tasks Not Started
Tasks Not Completed

ExpoTe
Import/Export Logs

Settings

e Enter the new hire’s Social Security number.
e Click on Continue.

COMPLIANCE CENTER Privacy Policy £]  Logout Welcome: John Sheller
State of Arizona ACTIVE DIVISION State of Arizona
Filter Off

* = Required Field

[ webmanager mens |V

Lookup
Re-Enter Sodial Security Number *

Workflow Summary
e )
Exports —

Import/Export Logs

e The following page will display.

e [fyou have an EIN for the new hire, enter it in the Login ID field.

e [fyou do not have an EIN, check the Auto Generate box.

e Complete the remaining fields. Mandatory items are marked with an *.

e Select “No” from the Exempt from Overtime drop down menu for covered employees.

COMPLIANCE CENTER Prvacy Poley £ Logaut £} e dohm Sheller

State of Arizona ACTIVE DIVISION Sste of Ascsns

Fites off

* = Required ekl
e a—
N
e
T
o e
TR
e
s o
‘Street Address.
Apt[Suites
.
ity
Fo .
Telephone Number
===

Start Date® MM {00 |

Exernpt from Ovestime *  [Ye3
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The Summary page will display.
An e-mail to the new hire is automatically generated inviting them to complete the packet.

COMPLIANCE CENTER Privacy Policy ] Logout [ Welcome: Kimberly Adams.
State of Arizona ACTIVE DIVISION State of Arizona
(5C0 NAME, NEWHIRE
Packet nformation | Docaments | Tasks | Wotes | Workfowbiistory || Actvities
g Reference 1D 836216 Edit Hire Packet
Workflow Summary
LopialiD 154875 Reset Password
Create Packet Social Security Number [ 300¢:3x-2158 =
Exports Full Name NAME, NEWHIRE __Resand Invitation
ImportyExport Logs Street Address [ Cancel Packet ]
Telephone Number
E-mail Address newhire@azdos.gov
Settings =
Location ADGSDAD-GEN SERV DIV SPECIAL EVENTS
Position DEPT OF ADMINISTRATION
‘Start Date 12/29/2014
Creation Date 12/8/2014 9:48 AM
Created By Kimberly Adams
Workflow State Filling Out Personal Information
Tax Credit Eligibility
1-9 Status
Exempt from Overtime * | Yes
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