: FITCHBURG STATE UNIVERSITY

Hiring NEW Non-Benefited Part Time Contractors (NBPTC)
In Interview Exchange Job Aid - Managers

Open positions are posted on Interview Exchange (applicant tracking software). Once hiring managers decide
whom to hire, they move the applicant(s) to the Hired folder in Interview Exchange, (to move applicants to the
Hired folder click on the box beside the applicant’s name, select Hired from the drop down menu then click
Submit.

Email Human Resources (Kelli Lundgren, klundgren@fitchburgstate.edu), that the search is closed and that you
will be launching the onboarding packet.

Ub/13/2020
£ Manage Users
06/13/2020
Lul Metrics Reports
06/12/2020
B4 Notifications (20) 06/12/2020
@ Help Desk 06/12/2020
O Si
Huo : Goto v @ 23
1 to 10 of 78 Qualified Applicants
45m
Move Selected
Check All | Uncheck All | Reverse
- Select One - v
Inbox (78) Select All 78 Applicants
Maybe (10)

No (37)

& - Emails Sent = — Internal Candidate
Withdrawn (1)

Yes (6)
Background Pending (0)
Campus Interviewed (0)

Faculty Only - Al...(0)

Interviewed/Not hired (0)
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Open the applicant’s profile by clicking on their name, click Onboard

Professional Tutor for Disability Services (118762) ‘R‘t i :"1”;;"51[’:
eturn to ortLis

Contact Information Application Details

Apply Date: Dec 6 2019, 6:39 AM
Source: HigherEdJobs Fitchburgstate.edu
Application #: 3949803

> Background Check

1ation to Hire
Move to: - Select One - v m

Documents Other Applications

Resume |4, 1.

Submitted: Dec 6 2019, 6:39 AM

Cover Letter [§, 2.

Sub Dec 62019, 6:53 AM

The following screen will be prepopulated with the title, name & department. Under template select the
appropriate packet (either Non-Benefited Contractors or Non-Benefited Contractors — Multiple Contracts) from
the drop down, then click Create.

***If you need to hire a contractor over two fiscal years (summer), select the template Non-Benefited
Contractors — Multiple Contracts.

Start New Packet ©

Title: @ Professional Tutor for Disability Servi
Department: Disability Services h
Template: Non-Benefited Contractors NI
--Select--
| Create Adjuncts
AFSCME
APA
MSCA

Mon-Benefited Contractors -
Multiple Contracts
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Click on dashboard to return to the packet you are creating.

Hirezon| EXxthange Fitchburg St tv Hatficaions (15) @

Fill in Start Date (minimally use seven (7) business days from the date the packet is created to provide the
contactor and supervisor enough time to complete the Form I-9 and Payroll to hire the contractor); Click on
Unassigned under Hiring Manager Verification/Contract Completion add your name then Click Publish

***Contractors cannot start working until the entire process is complete and you receive an email that
the contractor may start work.

"E_ Notifications (12) @ Help [3] Instructions (%) Logout

_C_gn'_ﬁ_r_agtgl‘__(_[e__s!_P_C_I_S_!'_t'jgl’_'l_]: E [ Start Date ] E Instructions ﬂ Routing 22 Guests

Packet ID: 61265

Hirezon!EXthange Fit

Instructions to New Hire

B I U I& || 4= = || B Source || &

e are pleased fo welcome you to Fitchburg State University. You are joining a diverse community that is collaborative, collegial and committed to the students. faculty and staff. The university supporis
and provides leadership for the economic, environmental, social and cultural needs of North Central and the G

e look forward to having you engage and share fresh ideas as i relates to the mission of the university and your department

E— =
0

Phase | Assignee Mame

Assigned to: - E R Edit Add Item | Delete ¢ Routing =8 Guests

Hiring Mana erification/Contract Completion B coit e L N
Unassigned b Edit o Add item fj Delete g} Routing 28 Gue

Phase I )

OBRA - Verification
g : ; W Edit efe Add ltem [ Delete 8 Routing 28 Guests
Assigned to: Multiple Assignees A E &

Final Verification ® ot e pues s
Assigned to: Multiple Assignees B CEESa st Dk Rtios (et
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Contractor receives an email instructing them to log into the onboarding system (the same system used to apply

for the position):

Dear Kimberly,

We are pleased to welcome you to Fitchburg State University. You are joining a diverse community
that is collaborative, collegial and committed to the students, faculty and staff. The university
supports and provides leadership for the economic, environmental, social and cultural needs of
North Central Massachusetts and the Commonwealth.

We look forward to having you engage and share fresh ideas as it relates to the mission of the

university and your department.
Click here for a welcome message from President Lapidus.

Sincerely,
Ms. Jessica Murdoch
Associate Vice President, Human Resources & Payroll Services

Task(s):
- Phasel

Please login to the Fitchburg State Universit onboarding system Jo review the instructions and

complete the process.
To reset your account password, please click here.
Far any further assistance, please contact us via the online Help Desk.

Fitchburg State University

Employee clicks on Phase I.

Volleyball Coach

We are pleased to welcome you to Fitchburg State University. You are joining a diverse
community that is collaborative, collegial and committed to the students, faculty and staff.
The university supports and provides leadership for the economic, environmental, social and

cultural needs of North Central Massachusetts and the Commonwealth.

We look forward to having you engage and share fresh ideas as it relates to the mission of the

university and your department.

Click here for a welcome message from President Lapidus.

Sincerely,
Ms. Jessica Murdoch

Associate Vice President, Human Resources & Payroll Services

Useful Instructions

Please review and complete the forms electronically. The CORI/SORI and Form I-9 must be
verified in person with the hiring manager. For the CORI you will need to provide a
government issued picture ID. For the Form I-9 a list of acceptable documents can be found
on the last page of the I-3.

Please contact your hiring manager to schedule an appointment to meet in person to have
the documents for the CORI/SORI form and the FORM 1-9 verified. If you have questions

contact your hiring manager or Human Resources at 978-665-3172.
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Employee completes Phase I paperwork (Electronic Communication, New Hire Form, CORI/SORI and Form I-
9) then clicks Save & Submit. Employee must contact the supervisor to schedule an appointment to present
original acceptable documents. If contractors do not contact the supervisor, you should reach out to set up
an appointment to keep the process moving. Documents must be originals and not expired.

Phase |

* Electronic Communication and Signature Consent Form
Electronic Communication and Signature Consent Form

* Hew Hire Form

Instructions:
Please click here to open, review and complete the Mew Hire Form,
contact Human Resources with any questions at 978-665-3172.

Hote: Type your name below as an acknowledgement

H Save Response
* CORI Acknowledgement Form
CORI/SORI Acknowledgement Form

* Form [-9

Farm |-9

Save i Submit
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Once the employee clicks Save & Submit this message appears and a check mark by Phase I

Volleyball Coach Bsve @ print

Thank you for completing the information. You will be contacted if there are any questions.

We are pleased to welcome you to Fitchburg State University, You are joining a diverse
community that is collaborative, collegial and committed to the students, faculty and staff.
The university supports and provides leadership for the econemic, envirenmental, social and

cultural needs of North Central Massachusetts and the Commomwealth.

We look forward to having you engage and share fresh ideas as it relates to the mission of the

university and your department.
Click here for a welcome message from President Lapidus.

Sincerely,
Ms. Jessica Murdoch

Associate Vice President, Human Resources & Payroll Services

Useful Instructions

Please review and complete the forms electronically. The CORIFSOR! and Form -9 must be
verified in person with the hiring manager. For the CORI you will need to provide a
government issued picture |D. Fer the Form 1-9 a list of acceptable documents can be found
on the last page of the -5,

Please contact your hiring manager to schedule an appointment to meet in person to have
the documents for the CORI/SORI form and the FORM |-9 verified. If you have questions

contact your hiring manager or Human Resources at 978-665-3172.

Phase |

Completed: 06-15-2020 08245 FM EDT

Once Phase | is completed, the supervisor receives an email instructing them to log into the onboarding system
to complete the Supervisor section.

Hirezon|EXthange

06/15/2020
Fitchburg State University

Dear Kimberly,

You are requested to provide information to complete the onboarding / contract process for Kimberly
Page.

Title/Name: Volleyball Coach [ID: 39784]
Template: Non-Benefited Contractors - Multiple Contracts
Initiated by:

Please login to your account to start the onboarding / contract process.

For any further assistance, please contact us via the online Help Desk.

Interview Exchange Support
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Click Complete Task

Phase | ..
Completed: 08-25-2020 12:08 Pi EI]T- 42 Routing

Hiring Manager Verification/Contract C; letion I
Assigned to: _ [Complete Task] 43 Routing

Click on Blue Arrow

Hiring Manager Verification/Contract Completion
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Supervisors click on the name of each form to open, complete, save and continue. Supervisors complete Section
2 of the Form [-9. Employees must present original documents (one document from list A — establishing both
identity and employment authorization, or one document from List B — establish identity, and one from List C —
establish employment authorization. The document from List B must be a photo ID, due to Fitchburg State
University is an E-Verify employer.

Once supervisors completes the Form [-9 and CORI/SORI, they should scan the original documents to Payroll
by using the Hiring Documentation button on the copier. You are able to name your supporting document file on
the copier/scanner. Please name your file the employee’s last name, then first name - Example: Smith, John. If
you do not have this option, please reach out to Stephanie LeBlanc, slebla27@fitchburgstate.edu, in Payroll to
be added. Please check before trying to hire employees

***Remember to complete the Form I-9 and CORI/SORI before scanning the documents. Once you scan
the documents you will not be able to retrieve them. Only Payroll will be able to retrieve the documents.
Do not make copies of these documents.

Hiring Manager Verification/Contract Completion

* Form I-9

(Jrorm1-9

* Standard Contract Form

D Standard Contract Form with Contract Terms & Conditions
* CORI/SORI Acknowledgement Form

D CORI/SORI Acknowledgement Form

Save & Submit
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Overview of Completing the Form 1-9

Employer Responsibilities for Section 2

An employer or an authorized representative of the employer completes Section 2. Employers or their authorized
representatives must physically examine the documentation presented by the employee and sign the form.

The employer or authorized representative must:

« Enter the employee’s last name, first name, middle initial and select the correct citizenship/immigration
number in the “Employee Info from Section 1" area at the top of Section 2.

« Ensure that any document your employee presents is original and on the Lists of Acceptable Documents oris
an acceptable receipt.

Physically examine each document to determine if it reasonably appears to be genuine and to relate to your
employee presenting it. If you determine the document does not reasonably appear to be genuine and relate
to your employee, allow your employee to present other documentation from the LLists of Acceptable
Documents.

s Enter your employee’s Last Name, First Name and Middle Initial (if provided) from Section 1.

Enter the document title, issuing authority, number(s) and expiration date (if any) from the original
document(s) your employee presented.

« Enter the date your employee began or will begin work for pay.

Enter the first and last name, signature and title of the person completing Section 2, as well as the date he or
she completed Section 2.

s Enter the employer’s business name and address. If your company has multiple locations, use the most
appropriate address that identifies the location of the employer with respect to the employee and his or her
Form |-9 completion (for example, the address where Form I-9 is completed).

Return the documentation presented back to your employee.

10/25/2022 — Page 9



Entering Dates in Section 2

Section 2 includes two spaces that require dates. These spaces are for:

« Your employee’s first day of employment { “date of hire” which means the commencement of employment of
an employee for wages or other remuneration).

« The date you examined the documentation your employee presented to show identity and employment
authorization.

The Date the Employee Began Employment

The date your employee began employment may be a current, past or future
date. You should enter:

« Acurrent date
« [f Section 2 is completed the same day your employee begins employment for wages or other
remuneration.
* Apast date
« [f Section 2 is completed after your employee began employment for wages or other remuneration.
Enter the actual date your employee began employment for wages or other remuneration.
« Afuture date

« [f Section 2 is completed after the employee accepts the job offer but before he or she will begin
employment for wages or other remuneration, enter the date the employee expects to begin such
employment. If the employee begins employment on a different date, cross out the expected start date
and write in the correct start date. Date and initial the correction.

Federal contractors completing Form 1-9 for existing employees as a result of an award of a federal contract
with the FAR E-Verify clause (PDF):

+ Enter the date their employees first began employment for wages or other remuneration from Section 2 of
their previously completed Form [-9.
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The Date the Employer Examined the Employee’s Documents

This date is the actual date you complete Section 2 by examining the documentation your employee presents and
signing the certification.

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee’s first day of employment. You
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the “Lists
of Acceptable Documents.”)

. Last Mame (Family Name) First Name (Given Name) M1 | Citizenship/immigration Status
Employee Info from Section 1 Doe John
List A OR List B AND ListC

Identity and Employment Authorization Identity Employment Authorization
Document Title Dacument Title Document Title

U.S. PEISSDDI‘t
Issuing Authority Issuing Authority Issuing Authority

Department of State
Document Number Document Number Document Number

123456789
Expiration Date (if any) {mmddyyyy) Expiration Date (if any) (mmiddiyyy) Expiration Date (if any) (mmiddAnyyy)

01/01/2023

Document Tithe

QR Code - Sactions 2 & 3

Issuing Authority Additional Information Do Not Ve In This Space

Document Number

Expiration Date (if any) {mmddyyyy)

Daocument Tithe

Issuing Authorty

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee’s first day of employment (mm/dd/yyyy): _ (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mmiddAyyy) Title of Employer or Authorized Representative
Jevree Poe [ ] Manager
Last Name of Employer or Authorzed Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name

Doe Jane America’s Business
Emplayer's Business or Organization Address (Street Number and Name) | City or Town State ZIP Cade
123 Star Spangled Way Washington DC 00000

***Employee’s first day of employment is the first day they are being paid a wage
for working.

***Today’s date is the day the hiring manager is completing the form and
verifying the documents.

***Remember, employees are not to work until the paperwork is completed and
you receive an email that the process is completed.

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employess may present one ssbaction from List A

or & comibnation of one selection from List B and one selection from List C.

LIST & LISTB
Documents that Establish Documents that Establish
Bath kdentity and Identity
Employmeant Authorization OR AND

LIST G

Documents that Establish
Employmeant Authorization

U.5. Passport or LS. Passpart Card

Permaneni Resident Card or Alien
Regisiration Recsipt Card {Form =551}

Foreign passpari that contains a
temporary |1-551 stamp or iemporary
1551 prinied natation an a machines
readable immigrant visa

Employment Authorization Document

that contains a pholograph (Form
I-TBE)

For a nonimmigrant alen authorized

towork for a specific employer
because af his or her stabus:

a. Foreign passport. and
b. Form |84 or Form |94 thal has:
the Tfollowing:
{1) The same name as the passpord;
and

(2] An endosement of the alien's
nonimmigran siatus as lang as
that period of endors=ment has
nol yet expired and the:
propased employmenl is nal in
wonfict with any resiidions or
limitalions identified on the fom.

Passpor from Ihe Federated States
af Miconesia (F2M) or the Republic
af the Marshall Istands [RMI) with
Faorm |84 or Form |84 indicaling
nonimmigrant admission under the
Compact af Free Asscoiation Bebwesn
the United Stales and the FSM or RMI

State or oullying possession of the
United Siates provided il contairs a
pholograph or information such as
name, date of birth, gender, height, eye
calar, and address

2. IDcard issued by Tederal, stab= or local
government agencies ar enliies,
pravided il conlains a pholograph or

1. Driver's licerse or 1D card issusd by a | 1.

# Bocial Security Account Number
card, unle=s the card includes cne of
the following restrictions:

(1) HOT VALID FOR EMPLOYMENT

{2) VALID FOR WORK OMLY WITH
ING ALUTHORIZATION

(3] VALID FOR WORK OMLY WITH
DHS AUTHOREATION

gender, heighl, eye colar, and address

information such as name, date of birth, | 2-

Ceffcabion of report af brth Esued
by the Department of Stale (Forms
DE-1350, F2-545, FS-240)

1. Schoal ID card with a pholegraph
4. Voler's regsiration card

|8 US. Miltary card or craft recoed
[e. miiktary dependent's ID card

Driginal or cerified copy of birth
certificale issued by a Stale,
caunly, municipal autharity, or
territary of the United Stales

bearing an official seal

7. U5 Coast Guand Merchani Mariner 4.

Mative American iribal documeni

Card

LS. Citizen |0 Card {Form 1197}

II. Hative American iibal document

[8. Drivers licerse issued by a Canadian
governiment authority

identificaion Card for Use af
Residenl Cilizen in the United
States (Form |=179)

unable to present & document
ligted abowve:

10. School record or repar card
11. Clinic, dociar, or haspital record
12. Day-care or nursery school record

For persons under age 16 who are | 7

Department af Homeland Security

Examples of many of these documents appear in the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form 19 10720725019

Page 5 of 3
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Once the supervisor completes their section the employee receives an email to log back into the onboarding
system to complete the Phase II of the hiring process.

Fitchburg State University fitchburg@interviewexchange.com via mandrillapp.com
tome ~

# FITCHBURG STATE
# UNIVERSITY

08/14/2020
Dear Kimberly,

‘You are requested to complete the next phase of your onboarding process and associated
paperwork online.

Task(s):
-Phasell

Please login to the Fitchburg State Universityfonboarding system ¥ review the instructions and

complete the process.
To reset your account password, please click here.

For any further assistance, please contact us via the online Help Desk.

Fitchburg State University

Click on blue arrow Phase 11

Research Assistant

We are pieased to weicome you to Fitchburg State University. You are joining a diverse community
that is collaborative, collegial and committed to the students, facuity and staff. The university

supports and provides ip for the ic, envi , social and cuttural needs of
Horth Central and the

We look forward to having you engage and share fresh ideas as it relates to the mission of the

university and your department.
Click here for a welcome message from President Lapidus.

Sincerely,
Ms. Jessica Murdoch

Associate Vice President, Human Resources & Payrol Services

Useful Instructions

In order to provide a smooth transition, please review and complete the forms. The forms must be
completed electronically by using this web-based onboarding process. The CORI and Form 1.9
must be verified in person with Human Resources. For the CORI you will need to provide a
government issued picture ID. For the Form I-9 a list of acceptable documents can be found on the
tast page of the I-9.

Flease stop by Human Resources with government fssued picture ID to have your CORI verified
within three {3) days of completing the form. If you have questions contact Human Resources

at 97B-665-3172.

") Phase |
Completed: 08-14-2020 02:21 PM EDT

Phase Il

Save & Submit
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Once the employee completes all the forms in Phase 11, click Save & Submit. Check marks will appear next to
Phase II.

Research Assistant Bcave [ print

Thank you for completing the information. You will be contacted if there are any questions.

We are pleased to welcome you to Fitchburg 5tate University. You are joining a diverss community
that is collaborative, collegial and committed to the students, faculty and staff. The university
supports and provides leadership for the economic, environmental, social and cultural needs of
Horth Central Massachusetts and the Commomwealth.

‘We book forward to having you engage and share fresh ideas as it relates to the mission of the

university and your department.

Click here for a welcome message from President Lapidus.

Sincersly,
Mz, Jlessica Murdoch
Aszociate Wice President, Human Resources & Payroll Services

Useful Instructions

In order to provide a smooth transition, please review and complete the forms. The forms must be
completed electronically by using this web-based onboarding process. The CORI and Form [-9
must be verified in person with Human Resources. For the CORI you will need to provide a
government issued picture [D. For the Form [-9 a list of acceptable documents can be found on the
last page of the |-9.

Please stop by Human Resources with government issued picture 1D to have your CORI verified
within three (3) days of completing the form. If you have guestions contact Human Resources

at 978-665-3172.

Phase |
v
Completed: 08-14-2020 02:21 FM EDT

- Phase ll
v
- Completed: 08-14-2020 03:49 P EDT

The next step will be for Payroll to do the OBRA verification and final verification. Once this is completed, you
will receive an email and the employee may start working.

Payroll questions - payhelp@fitchburgstate.edu or 978-665-3177
Human Resources questions - humanresources@fitchburgstate.edu or 978-665-3172
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