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COMPLETING AN ELECTRONIC I-9 FOR A NEW HIRE 
HR MANAGER INSTRUCTIONS 

 
Overview 

• Process for verifying a new hire’s employment eligibility has changed.  

• Effective immediately, your location will use I-9 eXpress—a Web-based employment eligibility service—to enter, 

verify, document, and ensure employment eligibility for new hires.  

• As a result of this new process, you no longer need to complete paper I-9 forms included in the New Hire Packet.  

• The new employment verification process consists of four main steps: 

Step 1: Have the new hire enter their information in I-9 eXpress.  

Step 2: Login to I-9 eXpress and complete the new hire’s I-9.   

Step 3: Determine if the employee is legally eligible to work in the U.S.  

Step 4: Terminate the employees if not legal to work according to the Basic Pilot Program. 

 

Step 1:  Have the new hire complete their information in Section 1 of the I-9 

See QRG – eVerify Employee Instructions document. 

Step 2:  Login to I-9 eXpress and complete and verify the new hire’s I-9 

Access the HRM Resource site from My Lowe’s Life>Employment and Staffing>eVerify>eVerify-HRM to complete Section 
2 of the I-9 

 

1. On the I-9 eXpress Welcome page, enter 11116 

in the Employee Name or Code field and click Go. 

2. On the Login page, complete the Empl ID and 
Password fields, and then click Continue.  

• Empl ID = 9 digit sales ID (Ex:  Sales ID 

is 12345.  Empl ID is 000012345) 

• Password = XXXXMMYY 

i. XXXX=last 4 of SSN 

ii. MM=birth month 

iii. YY = birth year 

 

Note: First time logon, click on Enroll, chose a question 
to answer from the drop down menu, type an answer, 

click on Continue, enter your store email address, click 
Submit. 

A thank you page will be email confirming your 

successful access.  

 

 

Note: If you forgot your Password, click the Forgot 

your Password? Link beside the Password field. 
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 Open the new hire’s I-9. 

1. On the Main Menu page, click Search 

for Employees. 

 

 

 

 

 

 

 

 

 

 

2. On the Search for Employees page, 

enter the employee’s Social Security 
number in the SSN field and click 

Search. 

3. Make sure the employment date is blank. 

 

 

 

 

 

 

4. Under Search Results, click the 

 employee’s name. 

 

Note: You may also search for a pending I-9 

by clicking on the Pending link. 
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Complete Section 2 of the employee’s I-9. 

1. From the Section 2 – Employer 

Review and Verification page, 
complete the Employment Date field 

using today’s date or actual hire date 
(no more than 3 days from employee’s 

hire date.) Location will default to your 
home store. 

2. Ask the employee to present their 

employment eligibility documents. 

3. Under Select the set of document(s) 

presented by the employee, select 
documents from the drop-down fields 

that correspond to the documents the 

employee presented to you.  

4. Click Continue. 

 

 

 

 

 

 

 

5. Enter the required information for each 
document you selected in Step 3 above, 

and click Continue.  

 

Note:  

• Please be aware that a picture ID 

document is required for list B. 

• To see examples of each type of 

document listed, click Help. 

• For Permanent resident card that does 

not have an expiration date, please 
check the checkbox indicating the 

document does not have an expiration 

date. 

• State is the issuing authority for Driver’s 

License. 

 

 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 

Note: 

 
If an employee is terminated before the I-9 is completed, select Employee terminated before completing I-9 and 

click Continue.   
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Review Your Information 
 

1. On the Employer Review page, carefully review the information you entered. If any information is incorrect, click the 

Change Information link. If a social security number is provided, validate that the name and Social security number 
entered matches the info on the employee social security card. 

 

2. Click on Spanish for Spanish language if needed.  

 

3. Select the I have read and agree with the  

      certification statement above check box and  

      enter 8 digit PIN in the PIN  field. 

• PIN = XXXXMMYY 

i. XXXX=last 4 of SSN 

ii. MM=birth month 

iii. YY = birth year 

4. Click Continue. 

5. The Employee Detail page will display (see below). 

 

When the Employee Detail page displays you’ll know  

you have successfully completed the employee’s  

electronic I-9.  Click on the History link under the  

e-Verify Section. 

 

Print the page displaying the Case Number, file in the  

Employee’s personnel file.  

 

 

 

                                        

You can view the employee’s employment eligibility 

In the Status field.  If the status indicates Employment 

Authorized, the employee is eligible to work.   

 

Print the completed I9 by selecting the Original I9 link 

at the bottom of the Employee Detail page.  Place in  

the I9 file. 
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Step 3:  Determine if the employee is legally eligible to work in the US 
 

If the status does not indicate 
Employment Authorized, and 

indicates SSA or DHS Tentative 
Nonconfirmation. 

 

 

 

1. Use the following language to 

explain to the employee why 

they are ineligible to work: 

SSA Tentative Nonconfirmation 

“When your information was compared electronically to government records, the Social Security Administration (SSA) 
could not confirm that you are eligible to work in the United States. As a result, you must contact SSA to resolve the 

situation within 12 calendar days if you wish to continue pursuing an opportunity with us.” 

 

DHS Tentative Nonconfirmation 

“When your information was compared electronically to government records, the Department of Homeland Security 
(DHS) could not confirm that you are eligible to work in the United States. As a result, you must contact DHS to 

resolve the situation within 12 calendar days if you wish to continue pursuing an opportunity with us.” 

 

2.  Ask employee if they wish to contest or not contest.  Click appropriate button.  

 

3. If Employee chooses to Not Contest the E-Verify results,  

• Click the Not Contest button  

• Follow steps 1, 2, 3, and 4.   

• Be certain you provide the printed SSA or DHS Tentative Nonconfirmation Notice and SSA or DHS Referral 

Letter to the employee. By using the links in the I9 Express system, the forms will generate pre-

populated.  For examples of the documents, see pages 8-16. 

• Click the correct Resolution and then the Resolve button. 
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4. If Employee chooses to Contest the E-Verify results. 

• Click the Contest button  

• Follow steps 1, 2, 3, and 4 outlined below. 

• Be certain you provide the printed SSA or DHS Tentative Nonconfirmation Notice and SSA or DHS Referral 

Letter to the employee.  By using the links in the I9 Express system, the forms will generate pre-populated.  

For examples of the documents, see pages 8-16.  

• Click the SSA Referral button. 

 

 
 

5. Reinforce with the employee they have 12 calendar days to resolve the issue displayed in the Reason filed with 

the SSA.  If the employee cannot resolve the issue within this timeframe, inform them we cannot proceed with the 
employment at this time. 

 

 

What happens next? 

Once the data has been updated in the SSA database, the case will be released.  This usually occurs within 10 
government working days.  The I-9 eXpress system will automatically search the SSA database for any updated 

information every day.  The status of any I-9s that are found in this search will be updated in I-9 eXpress. 

 

It is your responsibility to monitor the status of I-9s that are not Employment Authorized.  E-verify may require that the 

I-9 be resubmitted if it is found that incorrect information had been submitted. 

 

What do I enter in I-9 eXpress if E-verify requires the I-9 be resubmitted? 

 

You must Resubmit the verification by completing the following steps:  

 

1. On the Main Menu page, click Search for Employees. 

2. On the Search for Employees page, enter the employee’s Social Security number in the SSN field, and click 
Search. 

3. Click the employee record. 

4. On the Employee Detail page, click History 

5. Click the Resubmit Verification button.  

6. On the Updating and Reverification page, correct the information that was originally submitted, and then click 
Resubmit. 

 

Note:  If status is anything other than employment authorized, contact your AHRM immediately. 
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What do I do if an employee never returns the corrected information within the 12 day timeframe? 

• I-9 eXpress will automatically resubmit the employee’s information to be verified. 

• If the employee’s information at SSA has not been updated, a Final Non-confirmation or Employee No-

Show status will be returned from E-verify.  You will have the option to resolve the case as employee terminated 

as follows:   

o In I-9 eXpress, search for the employee in question, click the Resolve Case button. Under Select Case 

Resolution, select the Self Terminated option, and click Resolve. 

 

Step 4:  Terminate the employee if not legal to work according to E-verify 
 

 

You may terminate an employee immediately if the employee elects not to contest the E-verify finding, or 

if the employee does not present the documentation for section 2 of the I-9 upon hiring process.  Search 

for the employee under Quick Search/E-verify issues, open the I-9 and click on resolve case. 

 

 

 

Please email the everify@lowes.com mailbox if you have questions. 
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Sample  
 

Tentative 
Nonconfirmation  

 
and  

 
Referral Letters 

 

 

 

 

 

Note:  The following letters are for sample purposes only.  In the event you must present 
a new hire with a tentative nonconfirmation and referral letter, follow the instructions in 
Step 3 outlined in this document.    
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SAMPLE Social Security Administration (SSA) Tentative Nonconfirmation Letter (2 pages) 
 

 

 



     Rev. 03/2010  10 of 16 
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SAMPLE Social Security Administration (SSA) Referral Letter (3 pages) 
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SAMPLE Department of Homeland Security (DHS) Tentative Nonconfirmation Letter (2 pages) 
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SAMPLE Department of Homeland Security (DHS) Referral Letter 
 

 

 

 

 

 


