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Confidential & Proprietary Statement 
This material constitutes confidential and proprietary information of Sterling and its reproduction, publication or 

disclosure to others without the express authorization of the Chief Legal and Risk Officer of Sterling is strictly 

prohibited. This presentation and related materials are for informational purposes and represents the 

expectation of Sterling today only. It is subject to change at any time, for any reason, without notice and Sterling 

undertakes no duty to provide any update or change at any time. The information presented is not a promise or 

contract of any kind. Nothing contained herein is legal advice. Sterling recommends working with your legal 

counsel to ensure overall screening program compliance. Sterling is a service mark of Sterling Infosystems, Inc. 
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At Sterling, we’ve made it our mission to provide the foundation of trust and safety our clients 

need to create great environments for their most essential resource, people.  

With today’s stringent government policies and ever-changing regulations, costly remote hiring, 

form retention and audit management – an intelligent I-9 solution has never been more 

important. With investment in our modern, end-to-end I-9 solution, Sterling helps our clients 

address of complexity of U.S. employment eligibility with ease and efficiency.  

HOW STERLING I-9 IS DIFFERENT 

• High Standards of a Single Provider. We lead the market as an expert in the screening 

functions with our own end-to-end I-9 solution, allowing us to respond faster to your 

needs, without relying on additional providers. 

• An Adaptable, Streamlined Solution. We provide an end-to-end, streamlined screening 

and I-9 experience – including service, onboarding, and support – that can quickly 

adapt to changing market and business needs. 

• Modern, Intuitive Experience. We offer a modern, easy-to-use, mobile-responsive 

experience for both clients and their employees. 

• Integrated Solution. Our robust Sterling Integration Platform (SIP) ecosystem 

streamlines the hiring process with your onboarding and core HR systems. 

STERLING I-9 
Our modern, end-to-end, and integrated I-9 solution 

helps address the complexity of U.S. employment 

eligibility with ease and efficiency 
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E-Verify Case Management 

You can setup and enroll in E-Verify for seamless integration with Sterling’s I-9 solution. This setup requires 

assistance from the client success team and requires a new Memorandum of Understanding (MOU) with E-

Verify showing Sterling as the client agent. This section refers to the process for those enabled to use 

Sterling’s integrated E-Verify solution. All information here is designed to support the U.S. E-Verify process. 

Review specific guidelines here. 

Initial Case Status 

Upon completing Form I-9 Section 2, an E-Verify case will be created and will return an initial case result: 

▪ DHS Verification in Process. The Department of Homeland Security requires additional time to verify 

the information submitted. Sterling I-9 will automatically update when results are available from E-

Verify. 

▪ Pending Duplicate Case. E-Verify has flagged the case as a potential duplicate because a case with 

the same SSN was submitted by the same employer within the past 365 days. A Sterling I-9 user 

must review and resolve (details explained later). 

▪ Employment Authorized. The information submitted matches DHS/SSA records. Sterling I-9 

automatically closes the E-Verify Case as Employment Authorized – Employee Retained. 

▪ Tentative Nonconfirmation (TNC). The information submitted does not initially match DHS/SSA 

records. An E-Verify certified Sterling I-9 user must take action to resolve (details explained later). 

 

The Candidate Profile Report View allows the I-9 admin user to view the E-Verify result and act as needed. 

 

 

 

 

 

Duplicate Case Status 

When a Duplicate Case E-Verify Status is 

shown, the employer will review the case 

details and decide whether to continue 

processing in E-Verify or close the case as a 

duplicate. Click Manage Case. 

 

 

 

 

 

 

https://www.e-verify.gov/employers/employer-resources
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Review the details of the duplicate case 

displayed in the Duplicate Case window. 

 

 

 

 

 

 

Scroll down and select the appropriate action 

for your current case. Choose Continue Case 

or Close Case based on the guidance 

provided.  

 

 

 

 

 

If you select Continue Case, provide an 

explanation for why you are submitting a 

duplicate case. Select Continue to complete 

management of the duplicate case. 

 

 

 

 

 

Tentative Nonconfirmation (Mismatch) Status 

When the case status shows as Tentative Nonconfirmation (TNC), go to the Report View and find the details 

of the Tentative Nonconfirmation status. 

PLEASE NOTE: 
All Tentative Nonconfirmation should be handled privately and confidentially 

with the employee. TNC status is a temporary status – and may or may not 

result in full employment authorization. 

 

 

 

 



 

6 

© 2023 Sterling  sterlingcheck.com | 888.889.5248

   

 

User Guide | Sterling I-9  

The Further Action Notice (FAN) will be available in the E-Verify section. These can be downloaded, printed, 

and provided to the employee following a confidential/private conversation about the TNC status. The 

Sterling I-9 solution does NOT automatically send the FAN letter to the employee; all employee 

communications must be handled outside of the Sterling I-9 tools. 

  

 

 

 

 

 

 

 

 

After sharing the FAN with the employee and receiving the signed copy back from the employee, the Sterling 

I-9 user must update the case using the Manage Case button.  

 

The Sterling I-9 user makes an appropriate 

selection based on the FAN process. 

Attach a copy of the employee-signed FAN for 

record keeping. 

 

 

 

 

If the employee chooses to contest the initial 

TNC, the case is moved to a Referred status. 

The user can download, print, or send the 

referral letter.  

 

 

 

If an employee chooses to not contest the initial TNC, the E-Verify case will be closed. The Sterling I-9 user 

must select the appropriate case closure response. 

The case is now processing and is updated once a response is received from E-Verify. 
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A copy of the Further Action Notice (FAN) and Referral letter is found in the Documents section under the 

Candidate Profile. 

 

 

 

 

 

 

 

 

 

Manage E-Verify Case 

To help with management of the E-Verify 

cases that require assistance or monitoring, 

Sterling I-9 users who have Sterling I-9 E-Verify 

certification can access the E-Verify Case 

Management via the menu bar by selecting 

Form I-9 then E-Verify Case Management.   

 

Alternatively, cases that require attention can 

also be accessed via Monitoring Dashboard – 

E-Verify section.  

To learn more about the Monitoring 

Dashboard, click here. 

 

 

 

 

 

On the E-Verify Case Management page, the 

Sterling I-9 user can view E-Verify cases that 

require management and their current E-Verify 

status.  

 

 

Each row that is actionable provides the ability to drill into the Candidate View – Report details (by clicking 

the person’s name) or act by using the Action menu on the right.   
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Form I-9 Management 

Edit and Correction of Completed I-9 

The Edit I-9 feature allows users to make corrections and modifications to completed I-9 forms, in 

accordance with the USCIS guidelines for making corrections. Please follow all guidance from Department of 

Homeland Security (DHS) and United States Citizenship and Immigration Services (USCIS) when making 

edits to completed Form I-9s. 

PLEASE NOTE: 
Only Form I-9s in the Complete status are available to be edited. If an I-9 is not in the Complete 

status, Edit options are not be available. 

 

There are multiple methods to access the edit 

feature. 

▪ On the Candidate Profile, Click the 

pencil icon.  

▪ On the Report Summary Screen, click 

Select an Action and choose Edit I-9. 

 

 

 

 

 

 

 

 

 

 

 

https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/80-correcting-errors-or-missing-information-on-form-i-9
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Search I-9s 

▪ On the menu bar, choose Form I-9 and locate the order. Select the associated Action menu and 

choose Edit I-9. 

 

 

 

 

 

 

 

After selecting the Edit I-9 option, provide 

input: 

Reason to change: This is an audit tracking 

note as to why this change/edit is necessary.  

This information will NOT appear on the Form 

I-9 but will be available in the Status 

Notes/Tracking Log. 

Initiate new E-Verify Case: (as applicable) If 

there was an error in original Form I-9 AND 

original E-Verify case has been closed without 

receiving Employment Authorized, it is 

possible to execute a new E-Verify Case.  

Choose Yes or No. 

Select which section to edit:  You can only choose to edit one section at a time.  If both sections require 

edit/change, choose Section 1 first and follow-through to completion.  After Form I-9 is complete, initiate a 

Section 2 edit and follow-through to completion. 

If Section 1 is selected: 

▪ Due Date:  Enter the date by which 

employee should complete their 

Section 1 edit. The Notification Email 

address is pre-filled from Candidate 

Profile. 

If Section 2 is selected: 

▪ Due Date: Enter the date by which 

verifier should complete their Section 

2 edit.   
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▪ Choose verifier:  Use the drop-down 

menus to select the Verifier.  If 

necessary, click the button to Create a 

New Verifier. 

 

 

If the Edit Now option is selected, the Sterling 

I-9 user will be able to complete the I-9 Edits 

immediately without waiting for an invitation 

to access the Verifier Sterling I-9 dashboard. 

A verifier does not need to be selected or 

assigned if Edit Now is selected. 

Selecting the Submit button opens Section 2 

of the I-9 in a new window so necessary edits 

can be made.  

 

The Edit Now – Assigned edit to self banner is 

displayed at the top of the page to indicate 

you are in the Edit Now mode. 

 

 

 

 

 

 

 

 

 

Once edits are completed, select the “I 

acknowledge” button. Choose the “I 

acknowledge" button to electronically add your 

digital signature to the Form I-9 where the 

edits/corrections were made.  

 

 

 

 

PLEASE NOTE: 
The original assigned verifier does not need to re-sign. A digital metadata stamp will be 

applied next to the edits/corrections. 
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If the Edit Now option is not selected, the 

verifier will be sent an email to access the 

Sterling I-9 Verifier Portal.  

The Form I-9 review page is where the verifier 

can make corrections and confirm and eSign 

their changes. 

 

 

 

 

 

 

 

There is an input area for a custom message 

to the employee (Section 1) or verifier (Section 

2) for making edits/corrections.  

 

 

 

The custom message will appear in the 

notification emails – as well as on the Form I-

9 edit workflow page. 

 

 

 

 

 

 

 

 

 

 

Following successful submission of the edits, 

a confirmation message appears. 
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Section 1 Edit/Correction 

The employee receives a notification email to 

begin their edit. 

After clicking the Get Started button, the 

employee is prompted to log into their Sterling 

I-9 Portal using the same credentials used for 

the original I-9 submission. 

 

 

 

 

 

 

 

 

If necessary, the employee can use the 

“Forgot your password” link to reset their 

password. 

The employee will find their Correct and Sign 

Form I-9 start task in their Inbox.  

 

Like the original I-9 completion, an employee 

will be presented with entry fields for the Form 

I-9 Section 1. The employee makes the 

necessary changes or corrections to the data 

that is pre-populated. Upon finishing 

corrections, the employee clicks Next.  
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If either Section 1 or Section 2 

signatures must be corrected, 

the employee/verifier would 

choose the appropriate option.  

▪ If an edit is needed for Supplement A, 

and the Preparer/Translator 

information has to be updated, click 

the “Check here to update original 

Preparer/Translator information” and 

click Next. This will expand the data 

fields allowing for the edit. Once edits 

are complete click Save. 

 

 

Employees are presented with the eSign 

instructions and agreement page. Employees 

should review and indicate agreement to the 

statement. If the employee declines, a Paper 

Form I-9 will be required to complete the 

edit/correction.  

To learn more about Paper Form I-9s, 

click here. 

Employees have the option to choose a 

standard signature or draw their own. The 

employee proceeds to preview. 

 

 

 

PLEASE NOTE: Edits are noted on the 

rendering of the Form I-9, with strike-through 

of the original value, printing of the new value, 

and digital signature next to each change. 
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The employee confirms and e-signs the form. 

A copy of the corrected Section 1 is now 

available in the employee dashboard. 

 

Section 2 Edit/Correction 

The verifier receives a notification email to 

begin the edit. 

By clicking the Get Started button, the verifier 

is brought to their Sterling I-9 Portal login 

page. 

 

 

 

 

 

 

The verifier logs in using same credentials 

that were used for the original I-9 verification. 

If necessary, they can use the Forgot your 

password link to reset their password. 

 

 

The verifier will find their Complete and Sign 

Section 2 task in their Inbox. Selecting Start 

launches the task. 
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Like the original I-9 Section 2 completion, the 

verifier is first presented with Form I-9 Section 

1 as read-only for review.  

 

 

 

 

 

 

 

 

 

 

After they review Section 1, clicking Next will 

bring the verifier to the entry fields for the 

Form I-9 Section 2. The verifier makes the 

necessary changes/corrections to the data 

that is pre-populated. Upon finishing the 

corrections, the verifier clicks the Next button 

at the bottom of the page. 
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The verifier is presented with the eSign 

instructions and agreement page. The verifier 

should review and indicate agreement to the 

statement. If the verifier declines, a Paper 

Form I-9 will be required to complete the 

edit/correction.  

To learn more about the Paper Form I-9, 

click here. 

 

 

 

 

 

The verifier has the option to choose a 

standard signature or draw their own. The 

verifier proceeds to preview. 

 

 

 

 

 

 

 

The changes are noted on the rendering of the 

Form I-9, with strike-through of the original 

value, printing of the new value, and a digital 

signature next to each change. 

 

 

 

 

 

 

 

zzzz 
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Viewing the Corrected I-9 

After edits or corrections are processed and the Form I-9 is in Complete status, an updated/corrected Form 

I-9 is available to view. This can be accessed via multiple places. 

From the Candidate View 

Find “Corrected Form I-9” in the Documents panel. 

 

 

 

 

 

 

 

 

 

From the Report Details 

Click on the Click to view Form I-9 in PDF 

Format. 

 

 

 

When opened, corrected items shown with original values struck-through, new values printed, and digital 

signature next to each correction. 

 

 

 

 

 

 

 

 

 

 

Sample Section 1 

 

Sample Section 2 
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PLEASE NOTE: 
In accordance with USCIS guidelines, the PDF-rendering of the Form I-9 will include the 

most-current corrected version AND the original version(s) of the Form I-9. This is available 

as the most current Form I-9 on the Reports page. 

In-Flight Edits 

 

PLEASE NOTE: 

Sterling I-9 restricts candidates from having more than one task open for edit/input at the 

same time.  This includes not having more than one I-9 being Edited or having a new Form 

I-9 and Edit I-9 at the same time.  One task must be completed or cancelled to launch 

another. 

When an edit has been initiated for a particular Form I-9 report, the following places will show that this 

report has a pending edit. 

 

Candidate Profile – Onboarding History 

In the Onboarding History section of the 

Candidate Profile, there is a cycle-pencil icon 

showing a specific Form I-9 has an in-flight 

(pending) edit. 

 

Clicking on the in-flight edit icon will present 

the Cancel/Close Edit dialog box. 

 

 

 

 

Form I-9 – Report Page 

On the Form I-9 Report page, the Report 

Status fields will include Edit In-Progress. 

 

 

 

Search I-9 Dashboard 

The search results in the Search I-9 

dashboard will include the in-flight pencil icon 

for any Form I-9s with pending edits.  
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Clicking Download to Excel Format provides a 

listing of the searched I-9 records.  The Edit In-

Progress column will show a TRUE for any 

report that is currently pending a Form I-9 edit.  

Action Required – Employee – Awaiting SSN  

If the employee had not yet received their Social Security Number (SSN) from the Social Security 

Administration (SSA) at the time they completed their Form I-9, their report will be flagged as Awaiting SSN. 

 

PLEASE NOTE: An E-Verify case cannot be submitted until the SSN has been recorded. 

 

Records awaiting SSN are also viewable in the Work Authorization Expiration report. 

 

 

 

 

 

 

 

 

To add the SSN, use the Edit I-9 feature to 

order a correction of Section 1 by the 

employee.   

 

For E-Verify enabled accounts, choose YES to 

the E-Verify case submission question when 

starting the edit.  

 

 

 

 

zzzz 
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Document Receipts 

If the employee initially submitted a receipt for a document that was lost, stolen, or damaged to complete 

Section 2 of the Form I-9: 

▪ A case will not be created in E-Verify if an employee provided a receipt for a document that 

was lost, stolen or damaged to complete their Form I-9. 

▪ Employee Provided Form I-9 Document Receipts are valid until their printed expiration date 

or 90 days following the employee’s date of hire, whichever is earlier. 

▪ Reports are distributed via email on a weekly basis to identify receipts nearing expiration. 

Receipts are viewable in the Work Authorization Expiration menu. 

▪ The Edit I-9 feature is used to update Section 2 to show that the actual document (not a 

receipt) has been provided – and an E-Verify case submission can be ordered. 

 To learn more about Section 2 click here. 

 

Transferring I-9s to a Related Organization 

If your organization is set up with Organization 

Settings or Organization Hierarchy, you can 

transfer an I-9 from one organization or sub-

organization to another (under the same 

parent-account).  

To confirm if your account is set up with 

Organization Settings, click on the Admin tab 

in the upper right-hand corner of the platform.  

If you have Organization Settings turned on, 

they will appear as an option in the left-hand 

navigation bar.  

 

 

To transfer an I-9, navigate to the Candidate 

Profile by searching for the employee by 

Name, ID, or Email in the Find a Candidate 

quick search on the left-hand side.  

From the Candidate Profile, click the Edit 

Profile link.  
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Scroll to the Organization Name field, update 

the drop-down menu to the appropriate 

organization and click Save Changes.  

 

 

 

 

 

In the Candidate Profile Log, a note is added indicating the transfer of the I-9 from one organization to 

another. Sterling I-9 users assigned to the sending organization no longer have access to the I-9. Sterling I-9 

users assigned to the receiving organization will now have access to the I-9.  

 

 

 

Term & Purge I-9s – Overview  

Based on USCIS regulations, employers can permanently delete or purge the Form I-9, E-Verify case and 

supporting documents for terminated employees three years after their date of hire, or one year after the 

date employment ends, whichever is later. Sterling I-9 provides a Term & Purge action area that surfaces I-

9s that meet those requirements. Access to this report is given via permission per user, as it is an 

administrator function. 

Sterling I-9 offers the ability to enter a termination 

date at the Candidate Profile level for simple 

tracking purposes.  Using this termination field will 

have impact on ANY Form I-9 that does NOT have a 

populated report-level termination date. 

 

 

 

 

 

 



 

22 

© 2023 Sterling  sterlingcheck.com | 888.889.5248

   

 

User Guide | Sterling I-9  

Sterling I-9 also offers report-level termination 

date(s).  This will allow for each I-9 to track with 

separate termination dates.  If this field is 

populated for a particular Form I-9, the Candidate 

Profile data is ignored.  

 

 

 

 

 

 

 

 

 

 

Accessing Termination Date from the Candidate View  

In the specific employee’s candidate view, find the report that requires a termination date, click on the 

Action menu, and choose Terminate I-9. 

 

Accessing Termination Date from the Report View 

In the specific Form I-9 report view, click on the Select an Action menu and choose Terminate I-9. 
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Adding, Changing & Deleting Termination Dates 

When presented with a pop-up window, enter 

the Termination Date and click Save Changes. 

To change termination dates, overwrite the 

current value and click Save Changes. 

To delete termination dates, move all values 

back to default (Month, Day, Year) and click 

Save Changes. 

Bulk Upload of Termination Dates (Add, Change, Delete) 

Click on the Form I-9 link from the menu bar, then the Term & Purge sub menu.  

 

 

 

 

Click on the Import Term Dates button. 

 

 

 

 

In the pop-up window, open the template file 

for bulk upload and save to your computer. 

 

 

 

 

 

Fill in necessary data for all reports (Form I-9 

records) that require termination date update. 

Report IDs can be found in the Form I-9 record, or 

via various reports found in Sterling I-9.  Report IDs 

are numeric and are generally eight or nine 

characters long. 
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Save the file in .CSV format and do NOT delete the 

4 header rows.  It may be necessary to convert the 

Termination Date fields to text-type values for 

leading-zeros to be preserved. 

Click Choose File and navigate to the saved .CSV 

file location.  Open the file.  Then click Import. 

 

 

Once import has started, a message will 

appear below the import area. 

Bulk update process can take up to 60 

minutes to complete. 

 

 

 

The Sterling I-9 user receives an email 

notification once process is completed.  

 

 

 

 

 

 

Purging Form I-9s 

Click on the Form I-9 link from the menu bar, 

then the Term & Purge sub menu.  

By default, all I-9s eligible for purge will 

appear. If you wish to filter the results, update 

the filter options and click Search.  

PLEASE NOTE: Filtering options will vary per 

client.  
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Review the I-9 list for accuracy, then select the I-9s that you wish to purge. To select all I-9s, click the top 

checkbox to select all.  

 

 

 

 

 

 

 

 

 

Click the Delete button, and confirm the 

action.  

PLEASE NOTE: This action cannot be undone.  

 

 

 

The selected and deleted I-9s will disappear from the Term & Purge report. After a short processing time, the 

I-9 reports and associated data will disappear from the Candidate Profile as well.  

 

A status note will be left in the Candidate Profile to document the purged I-9 report.  

 

 

 

 

PLEASE NOTE: The Candidate record will remain, even though the Form I-9 report has been deleted. 

 

Additional I-9 Resources 

Looking for something specific? Click on the Sterling I-9 User Guide Resource Page. 

 


