
 
 

  

 

   
 

What the hire and their designated representative sees 

1. The hire will receive an email like the one below telling them to login.

 
2. They then need to enter the information below, all included in the original email. 

 



 
 

  

 

   
 

3. They will then be prompted to fill out the form and hit next.

 



 
 

  

 

   
 

4. Then they will be asked about their citizenship status. 

 
5. They will then be asked to select which documents they wish to use for verification and upload 

copies of their documents. 



 
 

  

 

   
 



 
 

  

 

   
 

 
6. Next they will have to sign and select a security question 



 
 

  

 

   
 

 
 

7. Once signed, it will take them to a form to select an individual to complete the verification 

process.  



 
 

  

 

   
 

 
 

8. The individual they select will receive an email 



 
 

  

 

   
 

 
 

9. They will be prompted to login with the information found in the email. Once they login, they 

will see a popup.  



 
 

  

 

   
 

 

10. The selected individual must meet with the candidate and validate the documents the candidate 

uploaded. They will only be able to use those document.  

11. They will then need to fill out section 2 of the form.  



 
 

  

 

   
 

 
 

12. They will then be prompted to e-sign  

 



 
 

  

 

   
 

 
 

 


