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HUMAN RESOURCES - RECORDS 
 

Procedures - Create Packet & Complete I-9 Form 

Recommendation 

Please review all documents regarding I-9 Management System located in NU Values – I-9 Management 
System. 

I-9 Management System – Employer site (Equifax – Compliance Center) 

The Employer or Web Manager site is a separate site for PA Coordinators and Administrators. This site allows 

the authorized user to create an I-9 Packet, complete Section 2, re-verify an employee’s work authorization, 

and process E-Verify cases. Authorized users can also complete a new Form I-9, view and print Forms I-9, 

supporting documents, audit trails to respond to audits, and access reports. The functions available depend 

on the user’s Role and Location access. 

Access 

 

To Log In: 

1. Go to the I-9 Management System web page. UNMC Single Sign On will appear. 

a. Enter your UNMC Net ID into the Username field 

b. Enter your UNMC Password 

Password Reset 

On the UNMC Single Sign on screen click the “Forgot your Password?” link located under the “Sign In” 

Button.   Then follow the steps indicated. 

 

 

https://info.unmc.edu/wiki/index.php/NU_Values_-_I-9_Management_System
https://info.unmc.edu/wiki/index.php/NU_Values_-_I-9_Management_System
https://federationx.talx.com/ClaimsAwareHelper/?whr=https://idp.unmc.edu/idp/shibboleth&wctx=HRXWebManager
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Main Menu 

 

1. Click Create Packet 

 

 

 

2. Leave Social Security number field’s blank, press Continue. 
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3. Enter New Hire information: 

 First Name 

 Middle Initial (Optional) 

 Last Name 

 Telephone Number 

 E-mail Address 

 Confirm E-mail 

 Start Date 

 Location – Click the dropdown arrow  in the field and select the new hire organization unit. 

 Position – Click the dropdown arrow  in the field and select the new hires employee 

subgroup. 

All required fields are marked with an asterisk (*). Note: Do not enter Social Security number. 
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4. Click Create Hire Packet 

 

After the “Hire Packet” is created, the system will send an email to new hire and will ask new hire to complete 

and submit Section 1 of the I-9 Form. 

 

 

 

============= 

E-mail Example 
 

From: donotreply@equifax.com <donotreply@equifax.com>  
Sent: Thursday, June 6, 2019 10:05 AM 
To: Julia Johnson  
Subject: Welcome to the University of Nebraska (UNMC) 

Dear Julia, 

Welcome to the University of Nebraska Medical Center! Congratulations on your new position and best wishes as you 

launch your career with us. 

To ensure your career gets off to a great start, you must complete your Form I-9, which may be accessed at the 
Employment Center or by copying and pasting the following URL into your browser: 
https://hrxtest2.talx.com/HRX/EmploymentnmbCenter/default.aspx?divis 

Please configure your web browser to allow Pop-ups for this site. You may need to turn your Pop-up Blocker off. 

Use the following Login ID and Password for authentication: 

Login ID:  XXXXXXXX 
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Password: Your 10-digit Phone Number (area code and number) 

In preparation for completing the forms, please gather your I-9 documents. 

Once logged in to Employment Center, your Form I-9 should take approximately 5-10 minutes to complete. Please 
double check the data you enter as data accuracy is essential in your Form I-9. 

If you have any questions or difficulty accessing the site, please contact your hiring department Administrator or 
Coordinator. 

Once again, we would like to extend a warm welcome to you as you join us! 

Sincerely, 
University of Nebraska Medical Center. 

 

============= 
 

You can monitor the status of the I-9 Packet in real time to confirm that new hire has completed Section 1 

prior to their 1st day of employment.  The status can be monitored in the I-9 Management tab located in Main 

Menu. 

 

 

How to Complete Section 1 (New Hire) 
New Hire must complete and sign Section 1 of Form I-9 no later than the first day of employment, but not 

before accepting the job offer.   

Please review “Procedures for New hire – How to Complete Section 1 of I-9 Form”. 

 

How to Complete Section 2 (Administrators & PA Coordinators) 

Section 2 may be completed any time after Section 1 is completed, but must be completed no later than 3 

business days after the employee’s first day of work.  You must physically examine the document(s) the 

new hire provides you with from List A OR a combination of one document from List B and one document 

from List C as listed on the “Lists of Acceptable Documents”. 
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1. Go to the I-9 Management System web page.  UNMC Single Sign On will appear. 

a. Enter your UNMC Net ID into the Username field 

b. Enter your UNMC Password 

 

 

 

 

https://federationx.talx.com/ClaimsAwareHelper/?whr=https://idp.unmc.edu/idp/shibboleth&wctx=HRXWebManager
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MAIN MENU 

1. Click I-9 Management 

 

 

2. Click on I-9 Pending Completion. 
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3. Enter New Hire First and Last Name 

4. Click Search. Thereafter, (below the “Search” button) you will see search results. 

5. Click on the new hire name you are looking for.  The system will take you to Section 2 – Employer 

Review and Verification. 

 

 

 

 

6. Select the appropriate radio button - based on the document(s) employee provided you:  for List A 

OR a document for List B and a document for List C 

7. Select the document that was provided by new hire in the drop down box.  Repeat this step if more 

than one document was provided 

8. Click Continue 
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9. Review supporting document(s) 

10. Enter supporting document(s) information. Data entered must be accurate.  

Note: University of Nebraska Medical Center (UNMC) participates in E-Verify: 

a. E-Verify is a United States Department of Homeland Security (DHS) website that allows 

businesses to determine the eligibility of their employees, both U.S. and foreign citizens, to 

work in the United States.  

b. E-Verify compares information from an employee's Employment Eligibility Verification Form 

I-9 to data from U.S. Department of Homeland Security and the Social Security 

Administration to confirm employment eligibility. The program is operated by the DHS in 

partnership with the Social Security Administration. 

11. Click Continue 
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12. Review information on the “Employer Review” screen.  This is the last opportunity to make any 

edits/corrections to the information listed 

13. If edits/corrections are needed click “Change Information” button 
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14. Review “Employer Electronic Signature” Section (If no edits/corrections/changes are needed)  

15. Click check box  

16. Enter your UNMC password (same password you used for your UNMC Single Sign On) 

17. Click Continue.  Thereafter, you will be in the “Employee Detail” screen. 

 

 

 

18. In “Employee Detail” screen Scroll down to the E-Verify section. 

 

 If Current Status is “Employment Authorized - Case - # - Auto Closed” then the E-Verify 

verification is complete.   

 If Current Status is “Photo Matching” you will address this status when you reach step #25 

unless the status changes to “Employment Authorized - Case - # - Auto Closed” after you 

completed the loading of the supporting document(s). 

 If Current Status is any other statement it means that there are E-Verify issues and will be 

addressed when you reach step #27. 

 

 

Please proceed to step 19 in regards to loading supporting document(s). 
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19. Scroll down on the “Employee Detail” page until you reach the I-9 History section and in the 

“Actions” column click the “Attach File” button.  Supporting document(s) must be loaded as a PDF 

file.  

 

Reminder: All supporting document(s) must be copied and loaded (PDF file) individually (by 

itself) and if there is anything on the back of a supporting document the back must be copied 

and loaded (PDF file) individually (by itself) too. 

 

[i.e.: Driver’s License, Social Security card, Passport card only, etc.]. 

 

 

20. On the Attached Document screen scroll down to the File Information section and in the “Select 

Document” field click the drop down and select the name of the supporting document you are going 

to attach. 

 

The drop-down section reference front or back of document. 

 

 
 

 

21. Click the Choose file button to attach the supporting document and then click upload.  
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22. Next the supporting document will automatically open in PDF format and then in the Document 

Display pop-up box you will need to click the correct button to confirm the correct document is 

being loaded. 

 

 

 

23. If you have more than one document to upload or to upload a copy of the back of a document then 

repeat step 19 – 22. 

After you have loaded the document(s) the Uploaded Documents section, which is above the File Information 

section, will show a status update in the “Upload status” column to indicate if the supporting document has 

been loaded or not.  The red icon means the document has not been loaded and the green icon 

means the document has been loaded. 
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24. Once all of the supporting document(s) have been uploaded then click Finished. 

 

Now, on the “Employee Detail” page, scroll down to the E-Verify section: 

 If Current Status is “Employment Authorized - Case - # - Auto Closed” then you have 

successfully completed the I-9 Packet along with the E-Verify Verification process.  

Congratulations! 

 If Current Status is “Photo Matching”, please proceed to step #25. 

 If Current Status is any other statement it means that there are E-Verify issues please 

proceed to step #27. 

 

25. Click the “Photo Matching” button in the E-Verify section of the Employee Detail screen. 
 

 
 

26. A copy of the photo that is on file with the SSA/DHS office for the photo match document will appear. 
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Click “Yes” or “No” to verify if the photo matches or not the photo presented to you by the employee. 
 

Thereafter, scroll down to the E-Verify section and if the status is “Employment Authorized -Case - 

# - Auto Closed” then you have successfully completed the I-9 Packet along with the E-Verify 

Verification process.  Congratulations! 

 

27. E-Verify issues such as SSA Tentative Non-confirmation and DHS Tentative Non-confirmation should 

be resolved within 10 government work days. The first step in resolving an issue is to inform the 

employee in private that their Form I-9 data did not match government databases. The employee will 

likely take one of the following actions. 

1. Work with you, SSA, and/or DHS to resolve the data mismatch (Contest), or 

2. Confirm that they are not eligible to work (Not Contest), or 

3. Leave and not return to work (Close Case). 

 

 

Contact Human Resources – Records for guidance prior to proceeding with any action 

If the employee wants to correct the mismatch, you have to refer the employee to SSA or DHS by clicking the 

Continue button in the E-Verify section of the Employee Detail page (above). Follow the instructions of the E-

Verify wizard. You are required to print the Further Action Notice and the Referral Date Confirmation and give 

them to the employee. You have completed the process when you receive the message, “You have 

successfully referred this employee to SSA” or “You have successfully referred this employee to DHS.”  
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The employee is required to make a decision to contest or not contest the E-Verify case within 10 business 

days of being notified by UNMC or UNMC may terminate the employee.  Contact Human Resources - 

Records at hrrecords@unmc.edu for guidance prior to proceeding with any action. 

 

 

mailto:hrrecords@unmc.edu

