PRINTING I-9 DOCUMENTS

HR MANAGER INSTRUCTIONS

e All US locations began participating in the eVerify program for new hires on 1/30/2010

e Hires on or after 1/30/2010 should include the Everify History in the employee’s personnel file and Original I-9 in the
1-9 file

e Follow the steps below to print documents from I-9 eXpress

Step 1: Login to I-9 eXpress to enter the new hire’s I-9

Access the HRM Resource site from My Lowe’s Life>Employment and Staffing>eVerify>eVerify-HRM or from the My
Lowe’s Life log in page, Information section

1. On the I-9 eXpress Welcome page, enter 11116 19 eXpress: e o corerier. TALX
in the Employee Name or Code field and click Go. ' = PHER) e B
2. On the Login page, complete the Empl ID and i ipiddy
Password fields, and then click Continue.
e Empl ID = 9 digit sales ID (Ex: Sales ID Get online access to your Login to -9 eXpress
is 12345. Empl ID is 000012345) , EmpgyseR s onnal  aneeea
e Password = XXXXMMYY v
Attention Employees! New to I-9 eXpress?

i. XXXX=last 4 of SSN
ii' MM:bIrth month Want more information
|||_ YY - b”_th year about electranic 1957

0 fo newls.co
G newld.com

Want to fil out Section 1 It's simple and fast to manage your employee's 1-9 forms
of your -8 form online? online. Learn More

Find employer name

You will be prompted to change your password to a 9 ¢ Xpress

secure password. The password must be sl o

numeric. Login Instructions Y — &
:Ir"w-r-_r .:.I-'- . .'r:. [ i s “t!’

If you need password assistance, contact v  Lowes Comguanies, I

Everify@lowes.com or 704-757-5500. Do not
contact the number provided by the Forgot your
Password link.
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Select the Employee

1.

On the Main Menu page, click
Search for employees.

Enter the search information to
identify the employee at your
location. To search all completed I-
9s, select Completed from the Type
of I-9 drop down menu and select
Location from the drop down menu.

Click Search.

Select the name of the individual’s
information you wish to print.

BOTH the Original I9 and E-Verify
confirmations should be printed by
selecting the respective link.

Main Menu

| @ Mew Employer Code for -9 only is a demo employer.

oy TR -
(ﬁ Create 5 new 1-9 online and sign it with e Ii =

Quick Search

electronic signatures. Pending a
Beverification Due u]
.I 47 /§l Search For En ' L Basic Pilot Issues 2

Search for emplovess by entering a First
or Last Name, SSM, Location, I-9 Type,
or all of the above.

My Account

Change vour PIN
Change Your PIN Reset Cntions

Search For Employees

Select one or more search criteria below to search for employees,

First Name: Last Name: SSN: Type of I-9:

‘ | | ‘ | ‘ | Completed v|

Group: Location:

(AN v || 1893 - LOWE 'S CSC S0UTH v|
Employment Date:

Search Results: Completed

Tyos:

E=E-Verify, C=Complets, P=Panding, R=Revarification, 5=55N Applizd For, M=Mizsing, I=Invalid, F=E-Varify wiz |-8 [Rzd=Froolam, BcI:I=U'-;Er't)
Type  Name Location SSN Employment E-Verify 5tatus

E Daoe, Jane 1999 - LOWE'S CSC SOUTH 5665 01/30/2010 DHS Verffication
C Joy, Joy L 1999 - LOWE'S CSC SOUTH 3333 01/01/2005

Showing 1-2 of 2

E-Verify
Origination Date: 02/02/2010
Reason for Delay: Initizl query submitted on time.
FAR E-Verify Status: Covered
Current Status Date: 02/02/2010
Current Status: Case Resolved. Employment Authorized.
I-9 History
Hire/Entryf Type (click tdyview) Actions
2/1/2010 Original I-2 ) Ul Attach File
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6.

When printing the E-Verify history,
ensure the case number is listed at
the top of the page.

The E-Verify history should be filed
in the employee’s personnel file.

The I-9 form should be placed in
the I-9 file.

Basic Pilot History - Case Number: 07032710140

Mame: Karen L Jones

Sodal security #: X00CX0-0003

Birth date: 05/01/1977

Employment date: 03/27/2007

Woork Status: A Ciizen or national of the Uned States
Alien #:
I-94 #

Document Type: List B, C Docurments
Document Expiration Date:

Initiated By: Basic Piot Windows Service
Return Mame: Karen Jones
Status: Employment Authosized.

Resolution (0327 /2007)
Resolve Option: Case Resolved. Employment Authorzed.
Resolved By: Basic Piot Windows Service
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