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1. INTRODUCTION 

The U.S. Department of Homeland Security (DHS) announced temporary procedures for 
Form I-9 and E-Verify to minimize the burden on both employers and employees who are 
working remotely due to COVID-19.   As a result, Workforce Systems has implemented 
these procedures in order to facilitate the I-9 and E-Verify processes. 
 
Because new hires are required to provide documents that are sensitive in nature, it is of 
utmost importance that encryption is used in the transmission of these documents.  In 
addition, we ask that you delete these documents from your emails, desktop and from 
any folders that contain deleted documents once this process is complete. 
 

2. REMOTE VERIFICATION OF I-9 DOCUMENTATION 

Department or College I-9 Approvers will need to facilitate this remote verification 
process of securing I-9 documents from each new hire using the following steps. 

Important Note:  

• This remote verification process is intended to be used for new hires working 
remotely due to COVID-19 and who will return to onsite work once business 
resumes.   

• Remote workers who will remain remote will need to complete a paper Form I-9 
and complete Section 2 with a notary or other authorized representative instead 
of this remote verification process. 

2.1 ACCESS YOUR OFFICE 365 ACCOUNT 

Navigate to portal.office.com 

• Enter your <netid>@email.arizona.edu address and click Sign In. 
• At the UA-branded login screen, enter your NetID and password. 

o Visit netid.arizona.edu if you need to get a NetID or to update your 
password. 

• Use your NetID+ method to authenticate your login. 
o Visit netid-plus.arizona.edu if you need to enroll in NetID+. 

You will then be logged in to your UA Office 365 portal. 

  

https://www.ice.gov/news/releases/dhs-announces-flexibility-requirements-related-form-i-9-compliance
https://www.e-verify.gov/about-e-verify/whats-new
https://portal.office.com/
https://it.arizona.edu/node/2111
https://netid.arizona.edu/
https://it.arizona.edu/node/2116
https://netid-plus.arizona.edu/
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2.2 OPEN OUTLOOK 

• Click on the Outlook icon. 

 

 

2.3 CREATE NEW ENCRYPTED MESSAGE 

 

START NEW MESSAGE 

• Click on the New Message icon. 

 

 

ENCRYPT MESSAGE TO RECIPIENT (VERY IMPORTANT!) 

You will be sending an encrypted message to the new hire to introduce yourself and ask 
for return of the I-9 documents. 

• Click on Encrypt icon. 
• Enter recipient’s email address in the To field. 

 

 

 COMPLETE MESSAGE TEMPLATE MESSAGE AND SEND 

• Enter “Form I-9 Remote Verification” in the Subject field. 
• Cut and paste the template message (See Appendix A). 
• Customize four fields: 
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1. greeting to recipient 
2. department/college name 
3. deadline 
4. contact information 

• Click on the Send icon. 
 

2.4 COMPLETE FORM I-9 SECTION 2 

Once the I-9 documentation is received from the new hire, the Department I-9 Approver 
will complete remote verification and Section 2 of the Form I-9 in UAccess. 

• Download and save a copy of the new hire’s I-9 documentation. 
• Review the I-9 documentation to ensure you have the correct documentation, it 

is not expired and it appears to be authentic.  
• Complete Section 2 of the I-9 Form in UAccess Employee. 
• Enter “COVID-19” in the Additional Information field. 
• Approve the I-9 transaction. 
• If you are not the department or college E-verify representative, send a copy of 

the I-9 documentation to your representative via encrypted Office 365 email. 
• If you are not the department or college approver on the MSS New Hire 

transaction, send a copy of the I-9 documentation to the approver via encrypted 
Office 365 email. 

 

3. ATTACH I-9 DOCUMENTS TO MSS NEW HIRE 

After the I-9 Approver completes Section 2, the Department or College Approver for the 
specific MSS New Hire transaction will attach a copy of the new hire’s I-9 documentation 
to the transaction.  The transaction must be in a “Pending” transaction Status.  
 

• Upload the I-9 documentation as an attachment to the MSS New Hire 
transaction. 

• If you are not able to attach the I-9 documentation: 
o Confirm the transaction status shows “Pending”.  You cannot attach 

documents if the status is “Waiting for New Hire” or “Approved” 
o Reduce the length of the file name.  UAccess does not accept long file 

names. 

Note:  You must remove encryption from files or emails before uploading them to the 
transaction. 

4. COMPLETE E-VERIFY 

Using the I-9 documentation received from the Department I-9 Approver, the 
department or college E-Verify representatives will complete the E-Verify process. 
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• Once completed, save a copy of the E-Verify confirmation page. 
• Upload the E-Verify confirmation as an attachment to the MSS New Hire 

transaction. 
 

 Additional instructions due to COVID-19: 

  
o Employers are still required to create cases for their new hires within three 

business days from the date of hire. 
o Employers must use the hire date from the employee’s Form I-9 when 

creating the E-Verify case. If case creation is delayed due to COVID-19 
precautions, select “Other” from the drop-down list and enter “COVID-19” as 
the specific reason. 

o E-Verify has extended the timeframe for taking action to resolve Tentative 
Non-confirmations. 

 

5. PHYSICAL INSPECTION UPON RETURN TO WORKPLACE 

Once onsite operations resume, all employees who were onboarded using this remote 
verification process will need to report to the Department I-9 Approver within three 
business days for in-person inspection of the original identity and employment eligibility 
documentation for Form I-9. 

1. Send an email to workforcesystems@arizona.edu to request that the I-9 
transaction be pushed back for physical verification.  Include the emplid and I-
9 transaction number in the email. Include the department number in the 
email if you are requesting all I-9 transactions for a department to be pushed 
back. 

2. Workforce will send the I-9 transaction back to the same Department I-9 
Approver who originally completed Section 2 of the I-9 transaction. 

3. The Department I-9 Approver will meet with the employee to physically 
examine the employee’s original I-9 documentation in-person. 

4. The Department I-9 Approver will indicate the date they physically examined 
the documents then add their initials in the Additional Information field of 
Section 2 on the I-9 transaction. 

See Example: 

 
(Important:  Keep the original COVID-19 remote verification notation in 
the Additional Information Field) 

5. Department I-9 Approver must add a comment and save the request. 

mailto:workforcesystems@arizona.edu
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6. The I-9 will route to the College I-9 Approver (if one exists) for approval (no 
comment is required). 

7. The I-9 transaction will route to Workforce Systems for final approval.  

5.1 FREQUENTLY ASKED QUESTIONS – PHYSICAL INSPECTION 

 
1. Should I make copies of the employee’s I-9 documents I’m physically inspecting 

and send them to Workforce Systems? 
 
If the documents are the same as those already provided to Workforce Systems 
during the remote verification, then no additional copies are needed.  

 
2. What if the employee presents a different document at the time of physical 

inspection? 
 
The Department I-9 Approver will need to: 

a. Review the employee’s new original I-9 document(s) in-person and make a 
copy 

b. Complete Section 2 of a hard copy Form I-9  
c. Send a copy of the Form I-9 (Section 2 completed) and a copy of the 

employee’s I-9 document(s) by encrypted email to Cathy Valenzuela in 
Workforce Systems at cyvalenzuela@arizona.edu.  In the subject line, 
please write “I-9 Physical Inspection” and the employee’s emplid. 

d. Add the following comments to the electronic I-9 Form: “Paper Doc and 
new copies emailed to WFS” 

e. Save the electronic I-9 Form 
 

3. What if the employee’s document was valid during remote inspection and is 
now expired during physical inspection? 
 
As long as the employee’s I-9 document was unexpired at the time of remote 
inspection, the employer should not request a new document and can proceed 
with the physical inspection. 
 

4. What if the employee is now in a new department or college? 
 
Please contact Workforce Systems at workforcesystems@arizona.edu for 
guidance.  Include the employee’s name and emplid in the email. 
 

5. What if the employee has terminated? 
 
Please contact Workforce Systems at workforcesystems@arizona.edu and 
provide the employee’s name and emplid in the email. 
 
 

https://hr.arizona.edu/workforce-systems/forms
mailto:cyvalenzuela@arizona.edu
mailto:workforcesystems@arizona.edu
mailto:workforcesystems@arizona.edu
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6. What if the Department I-9 Approver who performed the remote verification is 
no longer available to perform the physical inspection? 

 
Please contact Workforce Systems at workforcesystems@arizona.edu for 
guidance. 
 

7. I have resumed scheduling in-person meetings with each new hire to physically 
inspect their original I-9 documentation and complete Form I-9 Section 2 within 
3 business days of their hire date.  Do I still upload a copy of the employee’s I-9 
supporting documents to the new hire transaction? 
 
Yes, please upload the I-9 documentation as an attachment to the MSS New Hire 
transaction.  The transaction must be in a pending status to allow attachments.  
Also, when you are completing Section 2, add the following comment to the 
electronic I-9 transaction: “Documents physically inspected – did not use COVID-
19 procedure” 

 
  

6. APPENDIX A – EMAIL TEMPLATE 

 
Dear (INSERT EMPLOYEE NAME), 
 
Welcome to the University of Arizona!   As we take steps to limit in-person contact due 
to COVID-19, the University is implementing a remote verification process for completion 
of Section 2 of the Form I-9. 
 
I am contacting you because I am the I-9 Approver for (INSERT DEPARTMENT OR 
COLLEGE NAME). My role is to collect and inspect your documentation that 
demonstrates your identity and authorization to work in order to complete Section 2 of 
Form I-9.  Normally, this process is done in-person; however, the U.S. Department of 
Homeland Security has implemented a temporary remote verification process in 
response to remote work due to COVID-19.   
 
Please reply to this encrypted message with a copy of your unexpired original 
documentation that shows your identity and employment authorization.  A list of 
Acceptable Documents can be found here:  https://www.uscis.gov/i-9-
central/acceptable-documents/acceptable-documents.  The deadline to return your 
documentation to me is (INSERT DUE DATE).   
 
Once normal operations resume, all employees who were onboarded using this remote 

mailto:workforcesystems@arizona.edu
https://www.uscis.gov/i-9-central/acceptable-documents/acceptable-documents
https://www.uscis.gov/i-9-central/acceptable-documents/acceptable-documents
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verification process will need to report to me (or another designee) within three business 
days for in-person verification of identity and employment eligibility documentation for 
Form I-9.  Please plan to have your original documents available when you report to 
work.  
 
If you have any questions, please feel free to contact me at (CONTACT INFORMATION). 
 
Thank you, 
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