[-9 Administrative Users Quick Reference Guide
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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

S ol  of Equifae
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USER MANAGEMENT

Create a User

e Loginto the application
e Click on User Management

COMPLIANCE CENTER Privacy Policy £ Logout ]

State of Arizona

T

Filter Off

Alerts 0
Tasks Not Started 0
Tasks Mot Completsd 5
Lookup
Workflow Summary
Create Pa

&

User Ma ement

&

[-9 Management
Exports

Srrasninn Mananement

e Click on “New User”

Privacy Policy 3 Logout £ welcome: Kimberly Adams
N —

ACTIVE DIVISION State of Anzona

Name * User ID * search |
= = partial values acceptable
Export AICSV file)

e Enter the user information

User Information

User Id abc12345

Default PIN 19805555

Confirm PIN 19805555

First Name Jane

Last Name Doe

Job Title

Phone ( )

Email jane.doe@azdoa gov

Role Select one [+]

Cancel/Back || Save

e User ID = 3initials + last five digits of EIN

e PIN = 4-digit year of birth + last 4 of social security number

Page 4 of 18



[-9 Administrative Users Quick Reference Guide

e Role = select a role from one of the following:

CCViewNol9 - User has Compliance Center access only (Onboard AZ only — no
19 access) with view only access of new hire forms. They have no access to the
19 application.

CCCreateNol9 — User has Compliance Center access only (Onboard AZ only —
no 19 access) with the ability to Create and modify packets for new hires, reset
their passwords, and resend their packets. They have no access to the 19
application.

CCNonel9Ver — User only has access to Compliance Center to verify 19s (19
Verifier access only). They are unable to access any other functions of the
Compliance Center (Onboard AZ).

CCCreatel9Ver - User has Compliance Center access (Onboard AZ and 19) with
the ability to Create and modify packets for new hires, reset their passwords,
and resend their packets. They also have access to verify [9s.

* CCAdminNol9 — User has Compliance Center access only (Onboard AZ only —
no 19 access) with the ability to Create and modify packets for new hires, reset
their passwords, and resend their packets. They also have Administrator
access to Compliance Center to create new power users (can create new
power users for the above roles only- they cannot create other Administrative
users or select any role with Admin in it- this must be done through ADOA).
They have no access to the |19 application and are not able to reset power
user’s passwords.

* CCNonel9Admin — User has Compliance Center access only to create new
power users in Compliance Center but cannot create or modify new hire
packets (No Onboard AZ- 19 access only). They have Administrator access to 19
Management allowing them to reset passwords for power users though the 19
Management link, in addition to all 19 functions including 19 verifier. They can
create new power users (for the above non-Admin roles only- they cannot
create other Administrative users or select any role with Admin in it- this must
be done through ADOA). They have full access to the 19 application.

* CCAdminl9Admin - User has Compliance Center access to both create new
power users in Compliance Center and also create or modify new hire packets
(Onboard AZ and 19). They have Administrator access to both Compliance
Center and 19 Management allowing them to create new power users and
also reset their passwords though the 19 Management link. They have access
to all 19 functions including 19 verifier. They can create new power users (for
the above non-Admin roles only- they cannot create other Administrative
users or select any role with Admin in it- this must be done through ADOA).

* CCNonel9None — User has no access to either the Compliance Center or I-9

*All requests for roles with Admin in them must be submitted via the ADOA [9help
mailbox at |19help@azdoa.gov.
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e Check the box next to the location the user should have access to- either an agency
or a process level within the agency.

e |If the agency is selected all the process levels under that agency will automatically
be selected.

Locations

= | State of Arizona
[C] STATEWIDE SYSTEMS PROCESSING
| BOARD OF ACCOUNTANCY
[Tl rADIATION REGULATORY AGENCY
| OFFICE OF EQUAL OPPORTUNITY
[T] pEPT OF AGRICULTURE
| COMMISSION OF AFRICAN-AMERICAN AFFAIRS
[T] ACUPUNCTURE BOARD OF EXAMINERS
£- 7] BOARD OF APPRAISAL
["] AR1zONA STATE UNIVERSITY
[C] AUTOMOBILE THEFT AUTHORITY
[F] aubrror GENERAL
| BoXING COMMISSION
5- [ DEPT OF ADMINISTRATION
- [¥] ADAZGAD-ARIZONA GOVERNMENT UNIVER
- [¥] ADBSDAD-BENEFITS SERVICES DIVISION
- [¥] ADCAPAD-CAPITOL POLICE (disabled)
- [¥] ADDIAAD-GRRC
-~ [¥] ADDIRAD-DIRECTOR'S OFFICE
- [¥] ADFSGAD-FINANCIAL SERVICES DIV GAO
- [¥] ADFSRAD-FINANCIAL SERVICES DIV RM
~ (V] ADFSSAD-FINANCIAL SERVICES DIV SPO
- [¥] ADGSAAD-GSD ACCOUNTING

e Click on Save
e Look for the “Web Manager Created” at the top of the screen
e The user is now active

User Information

| @ Web Manager created!

User Id

First Name Jane

Last Name Doe

Job Title

Phone ( )

Email jane.doe@azdoa.gov

Role CCSharedService [~]
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Change a User’s Permissions

user has access.

e Save
e Look for the “Web Manager Updated” message

9 e Log into the application
e Click on User Management
10 e Enter the name and user ID of the user (partial values are acceptable), then click
“search.”
ACTIVE DIVISION ¢
Nam<ane > UserD&Ee > [ search |
y = = partial values acceptable
1 e Click on the user name
ALILVE ULVIDIUN SIE0E OT ANZON3
Name * jane User ID * abc
* = partial values acceptable
Export All (Csv fjg] New User
Name User Id Role Last Login
Jane Doe abc12345 CCSharedService
12 e Follow steps 7 and 8 above to change the role and/or the location to which the
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Inactivate a User

13 e Log into the application
e Click on User Management
14 e Follow steps 10 and 11 above to find the user
15 e Next to the employee’s last name, type “DO NOT USE” in capital letters.
e Select the following role: “CCNonel9None”
e Under “Locations” uncheck all the location boxes that the employee has access to.
16 e Save

Look for the “Web Manager Updated” message.
The user is no longer active

Note: Some staff members may have more than one profile in the system. It is
recommended to inactivate all but the most current profile.
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Reset Password

17

e Logon to the application
e (lick on I-9 Management
COMPLIANCE CENTER prvacy Poiioy ) Logout £ Voo Camille Lawnence
State of Arizona ACTIVE DIVISION State of Arizona
B
IMport/Expart Logs.
18 e Under the Administration block, click on Users.
1-8 MANAGEMENT
Home[d ey Pokey ) Hepll Logout ) S
|
=T
(SN o porerrm— e ey
it o
m :,“ View and update your personal nformaton e
m mm;l'i?wm' settngs. Change your PIN . EW
19 e Enter the user’s last name, click Search
I-9 MANAGEMENT
Home[d  Privacy Poicy ] HebEl LogoutEl m;‘;’;:
eas
EET | search For 15 Users [ Ea U Create New User
Y S—
Location: | (All) hd
hoors |
@
CEE——
20 e Click on the user’s name

1-9 MANAGEMENT

4 Back to Complance:
Center

&

honng 1.1 of 1

® bt b
I
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e Click on Reset PIN to Default
e The user’s PIN is now reset to the default 4-digit year of birth + last 4 of social
security number

Homeld  Prvacy PolcyE1 e D LopoutEd

Back to Complanc

Jasephine Lawrence.

m Current Grougs and Locatiors  Add Geougs and Locators

Yiou can edt 3 user's Last Name, Frst Name and Mddie Tntal. You can alo reset a user's FIN,

Account
Last Name:  Lavwrence
First Name: | I
Middle Initial: A
S5N: 00000 I
Social Security Number: [N
Lock Statws: Uniocked
PIN Reset: (€

Eﬁ’!i%;&
!i §
g‘ h%‘

z

| ool | [ sawe |
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REPORTS

22

Logon to the Compliance Center and click on I-9 Management

COMPLIANCE CENTER Privacy Policy ] Logout Welcome: Camille Lawrence

State of Arizona ACTIVE DIVISION State of Arizona

.
Filter OFf
Nerts | o
| ercbianager e | —|—“"""°“’“"°" 3
webl Menu
Tasks Not Completed [}
Lookup

Workflow Summary

Create Packet
User Management

23

e Click on Reports

- -
o ) T =
—

-9 MANAGEMENT

Home[3  Privacy Poicy S HebEd  LogoutEd Sl

R Le B == i

Upioad Paper 1-0 -
Search For Employees

“ 4 Search for emplovees by entering a First
Seateh For Emipkryens or Last Name, SSN, Location, 1-9 Type,

or al of the above.

_“b View and update your personal informabon

and securky settngs. Change your PIN .
I

EVerify
- R P—
§  Users
Locations

» Outage Schedule
Groups

24

Find the report you want to run and click on the Run Report icon.

-6 MANAGEMENT

[ ] i

5
(ﬁﬁﬁfﬁ@ﬁl‘ﬁfﬁﬁﬁ%ﬁﬁﬁdﬁég
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25

e Give a name to your report

e To pull areport of all your agency’s information, leave all the criteria field blank

e Select an output format
e Enter your e-mail address
e (Click on Continue

-9 MANAGEMENT
tome[d  Privecy Poicy [ Heipld] Lo

s
Reports
‘Schedule / Run Report Pending Reports (0) Completed Reports (1) All Reports
[ E0ule | Fun Repon > -9 Lsers.
-9 Users
1) Parameters Complete the fallowing repart parameters.
G =
Locstion: |y ﬂ
Usar Last Name
v
s
-
“report Fomet: [ osv CexceL
PDF W
26 e Click on Next Available run time
e Click on Submit
1-9 MANAGEMENT
Homel3  Prwvocy oyl HepEl  LogoutEd Cuie Lo iace
Home > Reports
Reports
Schedule/RunReport | Pending Reporis (0) || Completed Reports (0) || All Reports

hedule / Run Report > 10 Users

I-9 Users

Prrmrisrs Select when you would ke your report to run

2) Scheduling

Run Report: & Next avaiable run time  More I

Scheduled datelime
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27 e You will receive an e-mail when the report is ready
e Log back in to the Reports section of the application — step 23 above
e Click on the Completed Reports tab
1-9 MANAGEMENT
HomelZ  Privacy Policy =1 Hepld Logout mnszfel:;’ Ar;gﬁ:
______________________________________________________________________________________________________________|]
Home > Reports
Schedule / Run Report Pending Reports (0) Completed Reports (0) All Reports
Below are your requested reports that are waiting to be run. Refresh Table Data ©
Search: Select Column ﬂ | Search | |Reset View: TUalahmeﬂ
28 e Click on the Download arrow
1-9 MANAGEMENT
vomeld  prvacypolcy Bl wepEl Logout B o o e
Hom » REpos
Reports
e | F ding Reports (0) Completed Reports (0]
Below are your requested reparts that are waiting 10 be run ta &
SEAMCN:  Soluct Comn || _ Search | |Reset View: 10 ata ime | ¥
Run Date/Time - Report Name Report Nickname Format Parameters
Q082015 11 454M CST ALY Al Ened ew Detalls @ | Copy B CD
00N1/2015 04 38PM CST | 10 Users ADOT for Karen csv View Detaits & | Copy & Lo
29 e Click on Open

Do you want to open or save All 19 Data_20150918133942_15716_19715_c33ece89-b21a-45ba-bbd....xls from secure.it

Open Save v
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THE 1-9 DASHBOARD

Daily Monitoring the I-9 Activity for your Agency

e Logon to the Compliance Center and click on I-9 Management — step 22 above.
e The Dashboard screen displays
e Click on Refresh All

I-9 MANAGEMENT
Home[d  PrvacyPoicy £l Hep[d LogoutEd Q'S':‘“l;j

| o et B T~ I N

4 Back to Complance:
Center

S scarch For Employees

e e " Search for employees by entering a Frst 294
seachFo npiorees Tt

s it n

o

E-Venfy Issues 1 A
fiew and update your personal information
= — a C Change your PIN

EVerify

» Outage Schedule

Dashboard Quick Search Box - Pending

e Click on Pending

e Pending I-9s are future hires. They completed section 1 and waiting for section 2
to be verified.

e Check the “Employment” column. If the record is still pending 3 days after the
Employment date, then section 2 is past due verification (if employee started to
work on Monday, section 2 must be completed by Thursday at the latest.

e You can also export these records to an Excel spreadsheet. Scroll to the bottom of
the screen and click on “Export to Excel”

148 MANAGEMENT

N =

I
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Dashboard Quick Search Box - Reverification Due

e C(Click on Reverification Due

e Cases that require reverification will populate.

e To see the reverification deadline, click on “Export to Excel”

e The deadline is shown in the “EE Work Expiration Date” column. Reverification
must be completed before that deadline.

Search Results: Reverification Due

Type:

E=E-Verify, C=Complete, P=Pending. R=Reverification, S=5SSN Applied For, M=Missing, |=Invalid, F=E-Verify w/o |-9
(Red=Problem, Bold=Urgent)

Location SSN _ |Emipl E-Verify Status
CH271CH-TRAINING PROGRAM 09/14/2015
PR400PR-DIRECTOR'S OFFICE 08/24/2015
CH271CH-TRAINING PROGRAM 09/14/2015
CH271CH-TRAINING PROGRAM 09/14/2015

[ Export to Excel

Dashboard Quick Search Box - SSN Applied For

e The State does not use this option.

Dashboard Quick Search Box - E-Verify Issues

e The number showing on this line should always be zero.

e |f a number other than zero appears, this means that an E-Verify issue exists and it
must be resolved.

o Click on E-Verify Issues

e The name of the employee will populate

e Click on the employee name

e Review all information in both sections 1 and 2 of the I-9 to ensure there are no
errors

e Investigate and correct any errors.
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REMOVING AN I-9 FROM PENDING STATUS

35 e Logon to the Compliance Center
e Click on Lookup

COMPLIANCE CENTER Privacy Polcy B Logout 1 Wekoome: Camille Lawrence

State of Arizona ACTIVE DIVISION Stte of Aizena

Filter Off
Alerts o

Tasks Not Started [
wehManager Ment
Tasks ot Complced 0
orkTiow Summary

Create Packet

User Management
Tasks

Aents

19 Management
Exports
Tmport/Expart Logs

Settings

36 e Search for the employee either by entering the last 4 of the SSN or first name + last

name (partial values are accepted).
e C(Click on View

COMPLIANCE CENTER Privacy Policy ]  Logout £ welcome: Camille Lawrence

State of Arizona ACTIVE DIVISION State of Arizona

e

Last Name *  |cr View
* = partial values acceptable
Workflow Summary

Create Packet

Utser Managernent
Tasks

HAlerts

1-9 Management
Exports
Import/Expart Logs

Settings

37 e C(Click on the employee’s name

COMPLIANCE CENTER Prwvacy Policy £ Logout 1 Wekone: Camille Lawrence:

State of Arizona

Current Filer Settings e d

Filter Off

ACTIVE DIVISION Siate of Arizona

Last 401 SSN

‘webManager Menu First Name * Jo Last Hame * [de View |
Lookup * = partal vahes accepsable

Workliow Summary
Create packet

User Management
Tasis

Nents

19 Management
Exports

T HEED
DR DIVISION 09/20/2014
oePT oF ADMpasTRATION

Settings.
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38

Click on Cancel Packet

COMPLIANCE CENTER prnvacy Polcy 1 togous £ Wecorme: Camile Lawrence

State of Arizona ACTIVE DIVISION State of Arzees

Curment Filter Settings

o Depp, Johnny Fetuen to Lockug
Packet Information | Documents  Tasks  Motes Workflaw Hintory Activition
e Reference 1D S451861 | Ed Hire Packer |
Werkfiow Sumemary Login 1D oerp E -
Create Packet Sotial Security Number | 10010612354 ¥
User Management P M Depp, Johnny | Tokehoton |
Tasks. Street Address. 1234 Prate Lane Russend Irvitation
Phoesix, AZ 85007 _
Nasts Centgl
Tebephone Number (B0Z) 1234567 L 1
19 Management E-mail Adddress. camile lvwrenceiandon, ooy | |
Eprts Location ADHRDAD-HUMAN RESOURLES DIVESION KE;MM Packet
[—— rosition DEPT OF ADMINISTRATION ~—
Start Date AH0H014
Creation Date. 91872015 6:18 PM
Sengs Created By Camille Lawsence
Warkflow State Iritial State
T Crodit Eligibility
1-9 Status
Exempt from Overtime * | No

Click on OK

—
—
Message from webpage ’ m

‘@ Are you sure you want to "Cancel” this packet? If yes, click on the
OK button. Otherwise, click Cancel

Click on OK
Message from webpage o —.

New hire packet has been cancelled.

(]
bl
L = 4
COMPLIANCE CENTER Privacy Pabey ] Legaun [ Wk Camille Laiweencs
State of Arizona ACTIVE DIVISION State of Ao
—— ]
Ll Cricket, Jim Lm0 Lok
| wetbansger e | Vackea [atormarinn Tasks  hetes  Workow Hestory
L Reference 1 Edit Hre Pockst
hridon Summeary Login 1D, it Fasswond
Creste Packet. Socksl Secwky Number Tako Action |
s Maraperent Full Hama -
. Srest Address _ Rusend Invitation |
s T et D
el Address [T
s Location [FCASRIC DME DIV OF MEMEET, SEIVICES e
gl Exper Lo L |
Short Date.
‘Creation Date
o Created By
[P ————
T Credit Elgibiiy
L0 Status Fesdeg
Fxempt from Overtine = | 1es
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40

Select “Employee Terminated before completing 1-9”
Click on Continue
Digitally sign the I-9

The packet is now entirely cancelled and the 1-9 has been removed from Pending

Status
-8 MANAGEMEMT
verma [ PriacyPeliored  HapEl  ogee ] Sate o Arzra
i
(i 1 e i e compovrent oo e e et rmaorid by b e
s
= "
=
g HEATIHCORS DTV OF PSSR, SEICES
_ %, Sz Tezlor L iomaien
B e i ot o Sl Smgkeyes Smsest

Sabuct the et of docomentia] presented by the smplcma:

The employes mual prove therr idenlily and authorizalion ts wark! in the Unisd Salcy By preaeniing tn e
omployer oifer 1Ll A 07 1 Lol & and L Lk © documert.

2 o i that o kv b ke Por o i Irkeyerert Aot Dimmr [ S0 o
fiar an oz = on momnmg Mo TEE o MOT ACTETARLE mrod o ooy ment aulorzalon for Mo 15
Fzoopts arz MEES ACTETTARLE f orploymnt kai Mo Hhan ez Baroa daa
Ot s

Lint A proves dentity AND work sothorioation:

e

® it £ €
LEwt & peroems idweditye Dﬂmﬂhm‘h:n‘:rﬂ What's Thist
[ ~]
Lwt € proema work gutborimtice: [Clameeet (=5, redavsmart] Wit Tos
ke
c el tarminated badore compbetiog 15 S
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