# FITCHBURG STATE
g UNIVERSITY

Request to Fill Vacancy and Hiring New Students in
Interview Exchange

Job Aid for Managers



Log into Interview Exchange by going to your “My Apps” page and clicking
the link on the Interview Exchange tile. This provides a single sign-on.

Dynamic Interview Sllucian
Forms Exchange Banner

Dynamic Forms at Interview Exchange Banner
Fitchburg State Link




Click on Forms Module. Please note Request to fill vacancies are only in
the Forms Module.

\ Hirezon|EXchange

= e =
= P =
Forms Applicant Tracking System Onboarding / Contracts

Click on the link to Start New Form link in the upper right corner.
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ions (D Logout

— —2

In Progress @

Actions ID Title/Name Originator Template % Status Updated Filters

a Department: | — All——————
Qe w L

Category. S N ——

Next, select your department.

For Category, select Recruitment.

For Template, select Request to Fill-Employment Student.
For Title/Name type the job title in this text box, or choose a

Job template from a prior posting by clicking on the box titled

“Use Job Template Library”.



Hirezon|EXchange Fitchburg State University 4 Dashboa

Start New Form @

Department: Human Resources and Payroll .. ~
Category: Recruitment -
Template: TESTING Requestto Fill -Empl.. ~ |[&

Title/Name: @

OR Use Job Template Library

How to Choose the Job Template

Hirezon|EXEhange Fitchburg State University — f# Dashboard 33 Susan Leo-Johnson 9 Notificati

Start New Form @

Department: Add Job Details

Department: Human Resources and Payroll Services

Category: R Search Job Templates | Keyword V| |Key‘.’;nrd |

D Title Category Department Create:
Template: T
12027 [EStaff 4 o job Template Details
117256 [HPartTi
. 7336 [EPartTi Part Time -Job Template

Title/Name: @

# FITCHBURG STATE
# UNIVERSITY

Job Template ID
7336

Company Description

Fitchburg State University, located in Fitchburg, Massachusetts, is a public institution dedicated to integrati
quality professional programs with strong liberal arts and sciences studies. Founded in 1894, the university
more than 30 undergraduate programs and 22 master's degree programs, and 7,000 full and part-time stud
invite you to learn more about us and how we can help you achieve your educational goals.

If you clicked on “Use Job Template Library” then previous job posting from
your department will appear.

Click on the Job Title to choose one of the templates. Then at the bottom of
the template click on “Use this Job Template”.



Start New Form @

Department: Add Job Details

Department: Human Resources and Payroll Services

g R search Job Templates: Keyword | |Keyword

1)} Title Catego Department
Template T gory pa
12027 [31Staff Asenriate for Parsnnnel Professinnal Himan Resni
O Job Template Details
Title/Name: @ 1172 Internal Description - All Organization Users

7336 |
. - [ No Internal Description - All Organization Users provided |

Internal Description - HR Use Only

[ No Internal Description - HR Use Only provided ]

Job Type Reference Number.
PT Non-Benefited

Job Category: Reference 1 (Internal):
Part time Faculty

Department Reference 2 (Internal):
All Departments

URL: Reference Job ID:

133007
n Use this Job Template

Click on Create New Form. The Request to Fill Vacancy Form will open.

Request to Fill Vacancy
The Request to Fill Vacancy Form Consist of Three Parts.

1. Click on Employment (Student)

2. Click on the Job Title of the template to make edits, changes or
updates.

3. Upload job description.

As you complete each section a check mark will appear in the box.

Use the Discussion area to communicate important additional information
about the job.



Employment Student

& TaskRouting *** Actions
1 a——

Employment Student

O Employment (Student)

Job Details
[ Part Time Testing

Upload Job Description
Instructions:

Upload job description here "

Choose File | No file chosen

Optional File comment (description, etc.)

Save

Attach Supporting Documents

Choose File | No file chosen

Opticnal File comment (description, efc.)

Save

Discussions cx

© Start New Discussion

To update Task Routing click the Task Routing link and then click on the pencil icon to
add approvers.

Under Show Add/Edit Routing enter approvers email then click Save Routing.

TESTING- Student Employment & Guests |All Tasks v

Form ID: 314191

n Employment Student & TaskRouting *** Actions
1 — Task Routing

Employment Student Approver Title

User Status Actions
O Employment (Student) upervisor & PR
[Cabinet Level Manager @ S aTl
Job Details
O TESTING- Student Employmen  HUuman Resources # Kimberly Page Not Initiated S w1
President Office k-3 STl
Upload Job Description Budget # Kimberly Boivin Not Initiated S aall
Instructions:
Upload job description here Human Resources @® susan Leo-Johnson Mot Initiated S TH
Choose File | No file chose  show add/Edit Routing
Approver Title: @ User. Permission. @
Optional File comment (descri
Save
Instructions (optional) a
Attach Supporting Documents
Choose File | No file chose -

Optional File comment (descri - e"™ission for EForm(s) @

e Employment (Student)

RTF_HM v

Discussions

Show Routing History

© Start New Discussion



Part 1: Request to Fill Vacancy position information.

Title of Position- FSU Undergraduate Federal Work Study Employment, then title of
position.

Enter who should have access to review applicants in the comment section.

Note, all fields marked with an asterisk must be completed before clicking on the Save
& Submit button.
— x

a

hrs
I # FITCHBURG STATE -
# UNIVERSITY
Employment (Student)
Position Infermation: To be completed by Hiring Manager
*Title of Position: *Hiring Manager: “Department:
Part Time Testing Human Resources and Payroll Services
*Dept. Head/Chair: *Contract Length: “Job Type:
—Select— v | —Select— v
*Job Category: *Shift:
--Select— | | —Select— A
‘Rate *Hours per week: *How many people will you be hiring in this search?
HR Review
HR Review Request and Job Description:
4
Budgeting Information: To be completed by Finance

Funding Source: If other, please specify:
FOAPAL: Appropriation:
Comments

Who should have access to this Search?

Save & Submit



Part 2: Job Details-edit the job template to reflect job description.

A brief job description is required for student positions. Please

add specific duties and responsibilities in order of importance.

For student positions add the following paragraph before the list
of duties:

The Office of (insert office name) is seeking a student for employment. This position is
funded by the university. All undergraduate students looking for employment are
welcome to apply. Please see below the specific duties and responsibilities for the
position.

2art Time template [EIRSANIAEN

-orm ID: 312817
Fields marked with an asterisk (,) are required
Employment Student
L] JobTitle Part Time template
Employment Student Company Description characters remaining
(O Employment (Student)
BIU B £ = [Bsuce =
Job Details a
O Part Time template Fitchburg State University, located in Fitchburg, Massachusetts, is a public institution dedicated to integrating high-quality professional
programs with strong liberal arls and sciences studies. Founded in 1894, the university now has more than 30 undergraduate programs
Upload Job Descriptio and 22 master's degree programs, and 7,000 full and part-time students. We invite you to learn more about us and how we can help you
Instructions: achieve your educational goals.
Upload job description her
Institutional Diversity and Social Justice
ﬁj} 8 Job descriptionCI

Otional File commen Fitchburg State University embraces a commitment to diversity, inclusion, belonging and social justice. We encourage individuals from
Optional File comment
historically underepresented groups to apply and also those who can confribute to diversity, inclusion and equal opportunity in higher

Save v
4
Attach Supporting Docu
S Job Deseription characters remaining
[ Choose File | Nofle
BIU B = = Bswee e
Optional File comment
Save Please copy job description-include language for Work Study or university funded position
Discussions
Post Job
4

Multiple Assignees



Job Details-edit requirement, add additional information and applicant instructions.

1. Add requirements; example (ability to lift 50 Ibs., flexible work schedule, typing
and keyboard skills).

2. Add shift information, hourly rate, and any other pertinent information about the
position.

3. The following information is required in the Application instructions section:
Interested candidates should submit a cover letter.

Please note a resume is required and cover letter is optional unless the hiring manager
specifies it is required.

When you are done editing the job description and requirements scroll down and click
the Save Job Details, then click Close.

Next, Upload your original job description and any supporting documents. Then click
Send for Next Action. This will trigger the approval process for the Request to Fill
Vacancy.



Employment Student

Employment Student

B Employment (Student)

Job Details
& Part Time Testing

Upload Job Description
Instructions:

Upload job description here
W, O ———
L
Optional File comment (description, etc.)

Save

Attach Supporting Doecuments

| Choose File | No file chosen

Optional File comment (description, etc.)

% Start New Discussion

Post Job

Multiple Assignees

Recommendation
—

If you have multiple positions that are both Work Study and university funded, they must
be posted separately.

To check on approval status click the Task Routing button in the top right corner of form.
When the Request to Fill Vacancy has received all the required approvals, it will route to
HR to post the position. After the job is posted, candidates are selected for interviews,
and the interview process occurs.
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Application Review

Hiring managers and committee members log into the jobsite and review applications.
After reviewing candidates and the interviewing process occurs, the hiring manager will
then update candidate statuses by moving applicants to the correct folders. You must
select the candidate’s name by clicking the “select” box, then click the drop down in the
“Move Selected” field to choose the folder you wish to move the candidate to. You can
select more than one applicant at a time to move them.

Applicants for: Part Time template (197624)

View EditJob Locations Alerts Invite Applicants Distribute  Close
Reviewers Review Notes Requisitions Quick Report  Re-Assign

Background Check  E-Forms  E-Form Report  Job Documents Candidate Matrix  Find Candidate

Qualified Applicants in Inbox

Select  Name:(FIL) Location Phone E-Mail Date

1. HRHelp Fitchburg, MA (978) 665-3172 humanresources@fitchbu... 02/27/2026
1101 of 1 Qualified Applicants

Check All | Uncheck All | Reverse Move Selected: - Select One - v

Submit Clear

& - Emails Sent w - Internal Candidate (Sort)
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Recommendation to Hire

Click on the Complete Task link and add the candidate details.

Form ID: 312817

Employment Student
L]

n Post Job
L]

n Recommendation /
T

Candidate Information

O No Candidate Selected

Recommendation

O Employment (Student)

Discussions c %

< Start New Discussion

**If you have multiple positions to fill, prior to clicking the Complete Task link you will
need to Clone the form. You must clone the original Recommendation to Hire form.

To clone the form, click on the Actions link in the right corner. Click the Clone Workflow

link. A new Recommendation section will appear.

H Recommendation
T
Candidate Information
V] Job Posting: TESTING- Student Employment (198002)

Application #: 5539572

HR Help

160 Pearl Street

Fitchburg, MA, 01420

9786653172

humanresources@fitchburgstate.edu

Recommendation
& Employment (Student)

Discussions c X

\ ¢ Start New Discussion

Recommendation
a—

~a

Recommendation
C—

Be sure to click the Publish link after cloning the form.

available to complete when time to hire.

% Task Routing

& Guests

 Mark As Incomplete

© Z TaskRouting *** Actions

€© 2 TaskRouting ** Actions

This will ensure the form will be

12



Recommendation € 2 TaskRouting ** Actions
L] & Edit
+ Add ftem

. @ Delete
Recommendation

CEEE—— & Suvests

© 2 TaskRouting *** Actions

After clicking on Complete Task in the Recommendation section of the Request to Fill
Vacancy, you will be redirected to the ATS (Applicant Tracking System) module to select
the candidate you would like to recommend to be hired by clicking on their name.

Applicants for: TESTING- Student Employment (198002)

View EditJob Locations Alerts Invite Applicants Distribute Close
Reviewers Review Notes Requisitions Quick Report  Re-Assign

Background Check  E-Forms  E-Form Report  Job Documents  Candidate Matrix  Find Candidate

QuMfied Applicants in Hired

Select ame: (F|L) Location Phone E-Mail Date
01 HR Help Fitchburg, MA (978) 665-3172 humanresources@fitchbu... 03/12/2026
1 to 1 of 1 Qualified Applicants

Check All | Uncheck All | Reverse Move Selected: - Select One - v

Submit Clear

& - Emails Sent w - Internal Candidate (Sort)

On the applicant’s profile page, under Applicant Details, click the Recommendation to
Hire [Forms] link.
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Part Time template (197624)

Contact Information

HR Help

160 Pearl Street
Fitchburg, Ma - 01420
Phone: (978) 665-3172

humanresources(@fitchburgstate.edu

Return to Shortl

Application Details

Apply Date: Feb 27 2026, 3:23 PM
rce: Other, Fitchburgstate.edu
A ation #: 5532098

IP Country: United States
Current Folder: Inbox /
= Background Check

> Recommendation to Hire [Forms]
= Onboard

Move 10 | - Select One - - Submit

Click on the link Please click here to complete this form for [ candidates name].

Start New Form @

Department —Select—
Category:
Template r-N

Title/Name: @

Candidate Name: HR Help

Job Title: Part Time template

Existing Forms for Part Time template

€ We found an existing form Part Time template for the Part Time template posting
Please click here to complete this form for HR Help.

The candidate’s name and contact information will now appear on the
Recommendation.

Before clicking on Send for Next Action you must click the “Employment (Student)” link
and enter Appointment Information.

After you click on Send for Next Action, the form will then route for approvals. Once all
approvals are received, the hiring manager/administrative assistant can initiate the
onboarding.

Once all positions are filled and the final Recommendation to Hire form is
approved-notify HR to close the search.

Onboarding New Students

From the ATS Module select open the applicants profile by clicking on their name, then
click the Onboard link located in the applicant details list.

14



FSU Undergraduate Student Employment-Resea 1242457 "
a Y - m

s i = Hm

et Lng

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

Please note if you need to hire a student over two fiscal years (summer), select the
template Students-Multiple Contracts.

Hirezon|EXEhange

Start New Packet @

Trtla: g FiL Und=rgraduste Studert Employn

Hams: -

DEnartimene: Schavioral borences

I emplaba: Students T I

Create

Click on the dashboard link to return to the packet you are creating.

-

Hirazon|Ex¢thange ) sity i} Dashb e ! Hafiicas 5] @ Hep [E] Inst

Fill in the start date (use a minimum of seven business days from the date the packet is
created to allow the student and supervisor enough time to complete the Form 19 and
payroll to hire the student); click on Unassigned Supervisor Form
Completion/Verification and add your email to assign this task to yourself. Next click on
the Publish link.

Students cannot start working until the entire process is complete and you see your
student is hired in Manage Employee Time.

15



Hirezon | EXthange itchburg Stato University  fff Dashooaed  §33 Mimborly Fa Hoificaions (17] g Help  [§) Insinc

R
Research Assistamt rrh.——nm B Forin e a2 Cucsts

It ructiand s Mew Mare
B I W M| |i2 2| B Souwe |-
W 3G [ s b0 Wakerwa 06 1D FTICN DR STens Lnivarsty. YOu &0g joring & Jiiese COTMUARy Mal i§ celaDaralive, codedial and commiied 10 Mo Sedonts, BoUty and sEM The unkersily seppos

B0 (IS BOOETERID M T BIORBTEC EPRET0NFR AL S50 and CURITE NB2GS of Monn Canral MesEIchusans 30 T Cemmoiwaath

\Wia ook fanveirnd o hauing wou ergage @ shara fresh Mess &5 H relatas to fha mission of the unwersity and your deparimant

Phaze

Accighad 10: Hirsbioy Page B Ecit o i B o =
[ =
Phose |
Assigned o Ls + ] 8 =
Studerit Emplayment Autharization Form - Financial A1d te Complate
BEr [ | [+ =
Final Yerificatian
[ L1 4

Students receive an email instructing them to start the hiring paperwork through the

onboarding system. This is the same system where students applied for the position.

Sample email below.
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Your Onboarding Process at - Fitchburg State University [Studerts] (& o «

® Fitchburg State University «fichburos
L 4

[pinterview Exchange

14282025
DearAngela

We are pleased to wekcome you to Filchburg State University. You are joining 2 diverse communiy
thet s collaborathe, collegial and committed 1o the students, faruty and staff The unlversity
supparis and providas leadarship for the sconomic, snvirnmental, sosial and cultural neads of
North Cenbial Massachusstts and the Commonweatth

We loak forward to having you engags and shar fresh ideas as it relates o the mission of the
umivarsity and your department.
Sncarsly,

Human Resources and Payroll Team

Tasks):
-Phase |

Please login fo the Fitchburg State Unive review the instructions and

completa the proceas

To reset your ccount password, please cick here
For any further assistancs, pleasa contact us via tha online Halp Dack

Fltchburg State: University

When students log into the onboarding system they click on the blue arrow in Phase I.

Human Resources & Cargers
g pllisn 2t Profile | Applications | Notifications (13) | HelpDesk | FAQ's | SignC
EEQ/Diversity/ Affirmative
Action/Title 1X
Eenefita
Research Assistant
Collective Bargaining
We are pleased to welome you to Fitchbur g State University. You ars joining a diverse community
Frogram that s collaborztive, collegial and committed to the students, faculty and staff. The university
supports and provides leadership for the ecosomic, environmental, secial and cultural needs of
g?mmm Morth Cantral Massachusetts and the Commonmwealth.
e We ook forward to having you engage and share fresh 10835 35 1t Feltes to the mission of the
Helpful Fublications wniversity and your department.
Hiring Guidelines LClick here for a welcome message from President Lapidus.
MSCA Appendices
Sincersly,
MSGA (Faculty/Lbrarian] Ms. Jessica Murdoch

Candidate Information
Associare Vice Presidear, Human Resources & Payroll Services

New England HERC
Useful instructions
New to Fitehburg
In order to provide a smooth transition, please review and complete the forms. The forms must be
Organizational Charts completed electronically by wsing thiz web- based onbearding process. The CORI and Form -9
it must be verified in person with Human Resources. For the COR! you will need to provide a
Payl
government issved picture ID. For the Form |-% a list of acceptable documents can be found on the
Payroll last paze of the 1-9.
| Pleaze stop by Human Resources with government izsved picture 1D to have your CORI verified
Policies
within three (3) days of completing the form. If you have questions contact Human Resources
Frofessional Cardidate at 97B-665-3172.
Information

Human Resources - Staff

Siaff Discourts

Time and Attendance

Training

Committees Save & Submit



Students click on the forms name (green link) to complete the electronic communication
form and the form 19. Once each form is completed they will click on Save and
Continue.

Phase |

* Electronic Communication and Signature Consent Form
[ ectronic Communication and Signature Consent Form

* Form I-9

D Form 1-9

When the forms are completed, students will see a check in the box beside the forms
name, then they click Save & Submit. Students must contact their hiring manager to
schedule an appointment to present their acceptable documents for the form 19. If
students do not contact the hiring manager, you should reach out to schedule the
appointment to keep the process moving. Documents must be originals and not expired.

Phase |

! Electronic Communication and Signature Consent Form

Electronmic Communication and Signature Consent Form

* Form -9

Form |-%

e |

Students receive the following message when they save & submit the forms, a green
check will appear next to Phase |.
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Human Resources & Careers
S Profile | Applicatons | Notifications(13) | HelpDesk | FAQ's | Sign

EEO/Diversity/Affirmatve.
Action/Tile 1X

Bansinn

Research Assistant Beave @print

Gollestive sargaining

Employee Assistance

et L —
that is collaborative, collegial and committed to the students, faculty and staff. The university

Eocy s Devesty supports and provides leadership for ; , soctaland cutura needs of
North Central Massachisstts and the Commormelth

Forms:

W we i
Helplul Pubficstions /& look forward to having you engage asd share fresh idzss 25 it relates t the mission of the

sniversity and your department.

Hiring Guidelines
P Click here for awelcone message from President Lapides.
MSGA (Faculty/Uibrarien) Sincerely,

Canddate information
Ms. Jessica Murcocn

New England HERC Associste Vice President, Human Resources B Payrol Services

Mewrto Fitehburg
Useful Instructions

Organizanonal Gharts n order to provise a smooth transition, Please Feview &nd Compiste the forms. The forms must be
complsted dectronicall by using this web-bazed onboarding process. Ths CORl and Form 1.9
Payirfo
must be verified in person with Human Resources. For the CORl you will need to provide a
Payroll goverament issued picture 1D, For the Form -9  lit of acceptable documents can be found on the
st pige of the 19,
Polices
Piease stop by Human Resources with sovernment izssed picture B to have your CORI verified
Profeasional Candidate within thres (3) ays of £ the form. If Hurman Resouress
Information

3t 9786653172

Human Resources - Staff

Staff Discounta
Timeand Attendance
Phase |
Tesining Completed: 06-14-2420 02:21 P EDT
Committsss

Supervisors receive the following email, instructing them to log in the onboarding
system to complete their piece of the hiring process.



Onboarding / Contract Information Request - || [Students]

Inbox x

Interview Exchange info@interviewexchange.com via mandrillapp.com Fri, Aug 14, 3:49 PM (2 days ago)

tome -

Hirezon| Exchange

08/14/2020
Fitchburg State University - Main Campus

Dear Kimberly,

You are requested 1o provide information to complete the onboarding / contract process for Kimberly
Page

Title/Name: Research Assistant [ID: 45135]
Template: Students
Initiated by:

Please login 10 you m o start the onboarding / contracl process.
S
For any further assistance, please contact us via the online Help Desk

Interview Exchange Support

Supervisors click on Complete Task.

Hirezon| Exthange Fitchizurg State Univorsity  ff Destbanct §i5 Kevber Pae 1 Niakhestons (18] @ Help

The supervisor clicks on the name of each form to open, complete, save and continue.
Supervisors complete Section 2 of the Form 19. Students must schedule a meeting with
their supervisor and present original unexpired documents (one document from List

20



A-establishing both identity and employment authorization, or one document from List
B-establishing identity, and one from List C-establishing employment authorization). The
document from List B must be a photo ID due to Fitchburg State University being an
E-Verify employer.

Once the supervisor completes the form 19, 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, Joh. Do not make copies of
these documents. If you do not see the hiring documentation button on the copier,
reach out to the Payroll Department at Payhelp@fitchburgstate.edu . Please check
your copier/scanner for this button prior to hiring your student.

*Remember to complete the Form |9 before scanning the documents. Once you scan
the documents, you will not be able to retrieve them. Only Payroll will be able to retrieve
scanned documents. Do not make copies of these documents. Also, be sure to upload a
copy of the job description.

Hirezon|EXthange chib, al r 4 Dashboard B33 Kimberty Page Motifications [21) @ Help
Student (Test Position) R 0%/01/2020 Bnstructions [l Closa Pocket g} Routing s, Guests
Packst 10z 46059
Instructions te New Hire
B I U [} B 1=

Overview of completing the Form [9.
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mailto:Payhelp@fitchburgstate.edu

Employer Responsibilities for Section 2

&n 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 or is
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 fram the Llists of Acceptable
Documents.

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 employes 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.

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 -9 is completed).

Return the documentation presented back to your employee.
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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 dats

= |f Section 2 is completed the same day your employee begins employment for wages or other
remuneration.
« A past 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

« |t 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 I-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 Autheorized Representative Review and Verification
(Empioyers of their autherized representative musi complets and sign Section 2 williin 3 business days of the employee’s first day of employment. Tou

must physically examine one document frem Lisi A OR & combination of one document frowr List B and one document from List © as listed on the “Lisis
of Accepable Docurments.

Employss Info from Section 1 Last Mame [Family Name] First Name [Given Name) M1 [Chizenship/immigration Slatus
r
Doe John
List A OR List B AND ListC

Identity and Employment Authorization Idantity Empleyment Autheorization
Document Tille Document Title Document Tite

U_.S. PEISSDEII‘I
Issuing Autharity lesuing Authorty Issuing Authority
_Department of State
Document Mumber Dacurment Number Doeument Numkbar

123456789
'Exﬁira'liu-n Dalc'rifﬂny,l' [Enn'i'.-’nf'c.l‘."yyjy} 'Er:praljun Cals (¥ dny,"rmﬁmid&fyyrj'}' E'xpimd'i'm' Dal= ['I:r"a'nyl ﬁmﬁlﬁuﬁf}'ym

01/01/2023
Daeument Tite
[ssuing Autharity Additional Infarmation R Code- Cecions 2 § 3

D P VT I THS Space:

Dacument Mumoer

Expiration Date (if any) (mmeddieyyy)

Document Tite

|ssuing Authorrty

Daocument Mumber

Expa:.ré‘iio.n Ijale.fﬂ.‘ any) [ﬁrmf’ddx];yyyj-

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employes,
{2) the above-listed document(s) appear te 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/ddyyyy): _ {See instructions for exemptions)

Signature of Employer or Authonzed Representative Today's Date (mmddyyyy) Tille of Employer or Authonzed Representalive
_%{ww e h Manager

Cast Name of Emgloyer or Aulhorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name
Doe Jane America’s Business

Employer's Business or Organization Address (| Sireef Number and Name) | City or Town State ZIP Code
123 star spangled Way Washington DC 00000

**An 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.
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For the current list of acceptable documents visit the US Citizenship and Immigration
Services website.

I —
LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or & combination of one selection from List B and one selection from List C.

LIST A usTB usTC
‘that L that Documents that Establish
Both identity and | Identity Employment Authorization
Employment Authorization oR AND
1. U5 Passport or U.S. Passport Card 1. Driver's licanse or ID card issued by a | 1. A Social Secunty Account Number
State or oullying possession of the card, uniess the card includes one of
L ::;:.:!::‘_‘M"‘g;: ‘“’:55“ United Siates provided il conlains a the followsng resiricions:
pholograph of informaton such as {1) NOT VALID FOR EMPLOYMENT
- - d name. date of birth, gender, height, eye

3. Foreign passport that contains lles and it (Z) VALID FOR WORK ONLY WITH
temporary 551 stamp or lemporary | INS AUTHORIZATION
1561 printed natatian on a mackme: 2 1D card issued by federal, siate or local {3) VALID FOR WORK ONLY WITH
resdable mmigrant visa government agencies or enfiies, DHS AUTHORZATION

N provided il contans a g or
4 F“';Ph":ﬂﬁ;‘ﬂ"m?;ﬂml information such as name._ date of birth, | 2. Cerdication of report of birth msued
contains a photograph (Form gender, height, eye color, and address by the Department of Stale (Forms
1 766) iz DS.1350, FS.645, F5-240)

8. Fora ponimmigrant skien o A g 1. Original or cerified copy of birth
o work for a specific employer 4. Voler's registration card ceriificats issued by a State,
because of his or her stabus: ! counly, municpal sutharily, or
& Fossigh pas and _l U.S. Military card or drafl record territary of the United Stales

AR sport = beanng an official seal
b Foem 1:84 or Form |-84A that has JE MLy dapuscun s i cant
the following: F U.S. Coast Guand Mariner 4. MNative Amesican ribal document
”Jx’“”“"‘“"“m jj Cand 6. U.S. Giizen ID Card (Form +187)
& Native American fibal document -
(2) An endomsement of e alien's I - - & Card for Uise of
nonimmigrant stakus as long as [9. Driver's licares issued by a Canadian Residen! Cilizen i the Unibed
that period of has government authorly Ststes (Form 1-179)
Aot yet sxpired and the 5
propased empioyment is nat in For persons under age 18 who are | 7- Employment authorzation
with any restrictions ot unable to present a document document issued by the :
Emitations identified on the form. listed above: Department of Homeland Securily
€. Passport from the Federated States
of Micronesia (FSM)] or the [t School recoed or report card
af the Marshall islands (RMI) with 11. Clinic, doctor, or hospital record
Farm 184 or Form |-84A | |
nenimmigrant admission under the " |12. Day-care or nursery school record
Compact of Free Associstion Betwesn
the United Stales and the FSM or RMI

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

Refer to the instructi for more infy ion about bl ipt

Form |9 10212019 Page 3ol 3
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https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

Supervisors will see the following message once they have completed the
verification/student employment authorization and uploaded the job description, a check
mark will appear in the box next to the task.

Hirezon|Exchange Fitchburg State University g Dashboand 222 Hirberdy Page Moffcators (18) @ Help 3 irstuctons () Logout

Research Assistant

Wlaw Comnplava Form

Supervisor Farm Completion/Verificadon & Fouting
Complebed: 38143052 £3: 79 Fid EOT [Kireberly Fage]

Once the supervisor completes their section, students receive the following email to log
back into the onboarding system to complete Phase Il of the hiring process.

FiH‘Ihl.IrI] State Lil'Lri'l'ErSHrl tchburg@mterviewaxchange. com vig mandnllapp.com

# FITCHBURG STATE
# UNIVERSITY

o me -

DESM 4/2020
Dear Kimberly,

‘fou ere requested to complete the next phase of wour onboarding process and associsted
papanmork onlina,

Task|s):
-Phasa |

Pleaze login 1o the Fitchburg State Llni\-ers: review the instructions and

complate the procass
To reset your account password, please click here.
Far any furthar assistance, please contact us via the online Help Dask

Fitchburg State Univers ity
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Students click on the blue arrow to complete Phase II.

Research Assistant

Wi are pleased 00 weDome you 10 Fiochburg Stace Universicy. You are joining 4 diverse Community
that = collaborative, colesial and committad to the students, faoulty and staff. The umwarsity
supparts and provides leadership for the scosomic, smvironmental, social and culbur al mesds of
Hor th Central Massachisetrs and the Commonwealth .

We look forward te hawvine you enzame and share fresh ideas as it relates to the mizsion of the
unrversity and your deparbment.

Click here for a weloome message Mrom President Lapidus.

Jincerely,
M3 lessica Murdoch
Azociate Vice President, Human Resources & Payroll Services

Useful Instructions

Imorder to provide a smorth transition, pleass review and complete the forms. The forms must be
completed etecrronically by wsing this web-Dased oaboarding process. The CORI and Form |-
maet be varified in person with Human Resurces. For the CORI ywou will need to provida a
sovernment ixwed picture IR, For the Form |-9 a list of acceptable documents can be found on the
last page of the |-5.

Please stop by Human Resources with govermment izsued picturae |D to have your ORI werified
within three (3} days of completing the form. |7 vou have QuesTions ContaCT Human Resour Ces

at 37B-665-3172.

v Phase |

Completed: DB-14-2000 0221 PM EDT

= Phase Il

Save & Submit
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Students click on the form name (green link) next to the box to open and complete the

form.

Phase Il

' Shdent Employment suthoriztion Form

[ ) stedtom: Empseyment auther tzacien

i 554 1945 Form

L ]5'4'“'-""?" Concerning your Emplosrsent ina lob ot covered by Social Securicy
! Form W

[ Perem Wt )

* Form e

jFu- m -4 [D320]

i Drect Daposit Form
nakruchicn.
bevt B wpidad chack or hank doosmencarion directly t Hemon

Rscsorair 0. i g 'poii 1 B oS D ienaion.

,J‘Jg."-ul testhorization for Direct Depmik irkn Empleyes's Aocountix)

When the forms are completed, you will see a check in the box beside the form name.

Once all forms are completed click the Save & Submit button.

Phase Il

* se1idant Emplayment dutharization Form

B st Sy ment Autharization

* $54-1945 Form

,,,,, 7 CANCETING 24 EMEIEYITGRS 11 3 03 NGt CIVErEE By SETH SEEUTTTY
« Formwa

Form Wed (2120]

* Form M4

Form M4 [2020]

® Dire<t Deposit Form

Payrol Autherization for Direct Deposlt it Employes's Sccountis)
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When check marks appear next to both Phase | and Phase I, students have completed
their part of the hiring process.

Research Assistant Bsave [ 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 joiming 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
Horth Central Massachusetts and the Commonwealth.

We look forward to having you enzage and share fresh ideas az it relates to the mizzion of the
university and your department.

Click here for a welcome message from President Lapidus.

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

Useful lnstructions

In order to provide a smooth transition, please review and complets the forms. The forms must be
completed electronically by using thiz 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 ID. For the Form -9 a list of acceptable documents can be found on the
last page of the |.5.

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

at 978-665-31712.

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

Phase Il
Compieted: 08-14-2020 03:49 PM EDT
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When students have completed Phase Il an email is sent to Financial Aid to verify
whether the student has Federal Work Study money or not.

Research Assistant [ T [ wstructions Wl Close Packet @ Routing s Guasts

Packes ID: 45135

Instructions to Mew Hire

B I U ] ke -

W 2 i il i D B a & L al aial and o = i 5Ll and stafl. T i
Provies K of thia S = 35 BT Mo Cx SaohUERNE 3rd tha Comion waail
ok forwarD 1o a shars fraan i t raiane ~ at a s

Phase

compteseds it-1a2000 02: 21 o 607 [ T M ourivs e M s i Sl

Supervisor Form Completson! Verificabion
E SR - I B Fouting = s incompletn s Guests
Completed: Q8-14-2020 03:39 PW EDT

Phasze I

Complacad: 3-14-z220 o345 it ot [ IR L o Mk we o, Gum

Student Employment Authorization Form - Financial Aid to Complete ¥
sssigrad te: [ (c-rsbets Task) L i = ok Gumats [ R

Final Verification -
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Financial aid completes the Federal Work Study amount if there is one and signs the
form, clicks on save & continue, then save & submit.

= ey o= re= T TPr—

O EForm B x

Pasition and Funding Information =

Studant Nama Student |ID = Student E-mal Address:

Ficky Red RickyRed@intervwewssxchange com

Tithe of Position Please select

Student (Test Position) Mew Hire

Dascription of Duties:(attach full job description); Departmant.

Human Resowrces and Payroll Services

Eaginning Date Ending Date Mpormurm hours‘wesk

08052022 06/30/2023 20

Haurly Rate of Pay. FWS Amount

51425 ]

Fiscal Year FOARAL (Banner w) SETA Approver

2023 TE5-5400-C05-0000-D07 Joseph Bourgeois

Electronically Signed By: SupervisorDepartiment Haad Mame: (Please Print)  Date:

— -

Financial Aid Approval (FW5 Students Only):

Funding: MNew FOAPAL- If yes plesse specify hars New FOAPAL Numbear

Trust Fund Mo

Electromcall By- Financial Ad Approval Employee Name: (Please Date:

Prin) oe/l0e2022

Payroll does the final verification by downloading the forms for processing.

Hirezon EXthange Fitchburg State University — ff Deshboard  $i3 Himbery Pags Hatfications (20} @ Helx [§ irsductions () Logoul

Research Assistant

Wierr Complets Form

o Supervisar Farm Complation/Verification 0 Foeg

Campleisd: G8-14-2030 0033 B EDT |irberky Raze]

v Student Employment Suthorizatlon Form - Financial &id to Complete i Feutiag
Completed: (0-14-2000 0058 F 6 EOT |8 mherty Fage]

I = Final Verification ) Fauting

Save & Submit
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When the Final Verification is done the box next to the task will be filled in with a check
mark. This indicates Payroll has hired the student and they may begin working.

Hirezen|Exthange Fitchburg State University i Dohboned 533 Simbacly Page Hatifcatons @1) @ He S T

Research Assistant

¥iews Complete Farm

Thank you for compileting the informatian. You w#l be contacted 1 there sre any queations,

Supervisor Form Completion™erification ar

CTipdRnad: oB-1 42020 o1 PR EDT [imiserly Rass]

Student Emplayment Authorization Form - Financial Aid to Complete & Fauxing
Completsd: 0E~14-2020 00018 PR EDT [Himoerly Fage]

Final Verification a3

Complened. oE-14-3020 mosy DT [Wimberly Fage]

Questions for Payroll: payhelp@fitchburgstate.edu or 978-665-3177
Questions for Human Resources: humanresources@fitchburgstate.edu or 978-665-3172
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