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XpressHR 4.7 Product Overview

XpressHR 4.7 - What’s New

* E-Verify v21
With new case closure codes, improvements to the three-day rule and updated photo matching and
retention capabilities.

* Audit Trail User Interface Improvements
Determine when and by whom any document or activity was invoked or accessed.

* Notifications
Greater ease in inserting data fields in notifications.

* DocumentCenter Changes
More robust search and find capabilities.

* Security Changes
Updated password security features a configurable three question challenge.
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XpressHR 4.7 Product Overview

XpressHR 4.7 - What’s New

*  Ability to Use Test Email Address for Notifications
Users can now easily have a Test Email and Production Email Address upon request.

* Reports — Build your own Advanced Report using easy to access HRData keys (Data Dictionary).

* Performance Optimization
Update and View work queue items with on-dashboard Refresh capability.

* Compliance
Updates to All Federal and State Withholding Tax Forms (2011).

DEPLOYMENT TIMELINE

January 10, 2011 Updated Customer QA sites
January 24, 2011 Updated Customer Production sites
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Audit Trail Improvements

Audit Trail User Interface Improvements
For those with permissions to view the Audit Trail, click on the Audit Trail icon adjacent to each activity
to view events associated with the selected activity.

cQout Support

h} GU'DE ME ATNHON Users 4.7 nas Deen released’ Chak Suppon 10 feview Naw feature W_e:*cm. Coent Admin
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Xpres sHA ™ Powered by KM S Sofware Company LLC

Reports  DocumeantCenter Process Notficabons  Secunty Refereace fdes Adman Reports  Account Settings My Profide

Vioek Queve Summary Onfloarding Summary Q Search Werk Queve
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% New Ergicyes Step 4 Search By Adivity
E3t 1.4 g Crientation Siep L1 d
192 BovnenOon 1 Signasre Step ¢ Actviey Possiies Versication Siep -
oVerty 2 Uplosced Today - Srew # o g Cor or All A
19 Beverfcation 8 Oversoe e~ ] "
Egems O Demang 9 Now Emgioyees Sinon My Last Login 4 [ Swoms [ Clear [ Asances Searcn |
QMmrpeqing [} Notihcatons a8
Kﬁ"z" ¢

Assigned To Acevity DueDate Start Date Ovientation Date First Name Last Hame EmpiD _ Job Titke Oepartmnt Lecation

B Angenoes solie New Employes Stee MR 2N 1172011 HARRIET TUBMAN R Assistant =R Decartment 123 Esm 2

-‘a Angeina Jole New Employes Step 174872094 1142011 1182011 ARNOLD FAWASAX) CSR Customer Servioe 122 Em ,)

& Angeana jolie New Empioyes Step 172001 V1772011 VIT2011 MARCLD PIALAR S MR Amistant MR Degartment 123 B Y

A Angelina Jole New Empioyee Step WI82091 182011 U201 RICHARD STRAUSS csr Customer Service 123 B 2 i

@ There is more information about this feature. Click to view .
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Audit Trail Improvements

Audit Trail User Interface Improvements
Double click on the Audit Trail icon adjacent to each Activity in the Work Queue and view a log of all events

associated with the Work Queue activity. @ There is more information about this feature. Click to view

£ Audit Trail -- Webpage Dislog g5 #e Sl & Bt lmmmns S & o & S e D e -
| https://q2.online-onboarding.com pressHEDemo/ ModalFrame. aspr 3 KMS Software Company, LLC (US]|

)

Filter avents by datenime From: 12182010 [B¥| 1200AM v To 1182011  [Bf¥] 1200AM v [ ApplyFiller | [[ExpotioExcel |

Date / Time Level Event Process Source Source 10 Description

1/18/2011 2:31:08 AM Info NOTIF_START User Angelina.Jolie Notification [ID = ca428aba-7322.4940-9c.
11872011 2:31:09 AM Info STEP_NES_END Onboarding User Angelina Jolie New Emplcyee Step finished

1/18/2011 2:31:09 AM Info EMAIL_SENT Notification [ID = 89cdfed 1-dcSb-4eb8-9d
1/18/2011 2:31.09 AM Info NOTIF_START User Angelina Jolie Netification [ID = 192000ef-0101-4105-91.
11182011 2.29:29 AM Info  FORM_SIGN Onboarding User Angelina Jolie Form [Policy Acinowledgment] has been si
11872011 2:29:25 AM Info FORM_SIGN Onboarding User Angelina Jolie Form [Emaergency Contact Info] has been 5.,
171872011 22921 AM Info FORM_SIGN Onboarding User Angelina Jolie Form [New Employes Summary Form] has bee.
1/18/2011 2:29:18 AM Info  FORM_SIGN Onboarding User Angelina. Jolie Form [US W4] has been signed by Employee .
1/18/2011 22915 AM Info FORM_SIGN Onboarding User Angelina Jolie Form {US 19) has been signed by Employes
11872011 2:21:47 AM Info STEP_NES_START Onboarding User Angelina Jolie New Employes Step started.

11872011 2:111:17 AM Info STEP_PHV_END Onboarding User admin Post Hise Verification Step finished
V182011 211117 AM Info NOTIF_START User admin Netification [ID = 20c00520-4c80-4230-20 .
11872011 211:17 AM Info  NOTIF_START User admin Notification [ID = 084 11990-fed4-4009-a%
1182011 2:11:17 AM Info EMAIL_SENT Netification [ID = 13702223-0083-4c7e-9a
11872011 21117 AM Info NOTIF_STARY User admin Notification [ID = 41530240-0107-4083-91
118/2011 21117 AM Info NOTIF_START User admin Notification [ID = c%{bdbel-2823-4080-97..
17182011 21117 AM Info EMAIL_SENT Notification [ID = ba3S0M2.94%e-48c1-8¢
1U18/2011 21117 AM Info EMAIL_SENT Notification [ID = 42a840da-317-490e-23.
17182011 2.111:17 AM Info NOTIF_STARY User admin Notification [ID = Tfoc3820.43%¢-4329-80
1/18/2011 2:00:22 AM Info PROCESS_START Onboarding User admin Process started

—
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Audit Trail Improvements

Audit Trail User Interface Improvements
Determine when an activity was invoked or accessed.

Audit Trail Event

Server: QAWEBO1

Date / Time: 1/10/2011 12:57:31 PM

Level: Info

Event: FORM_SIGN

Process: Onboarding

Source: User

Source ID: admin

Object: NewHire

Object ID: 7f754aea-b611-4a96-b2fd-fe00891c9c00

TR crin: Form [US 19] has been signed by Manager. -
Click on any line item from the event log and
view specific details about the line item.

|
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Audit Trail Improvements

As an Administrator, if you have rights to view the Audit Trail, navigate to Account Settings > Audit
Trail to view the audit trail of any document or activity throughout the entire application.

Home Reports DocumentCenter Process Notifications Security Reference Files

Admin Reports  Account Settings My Profile

( |[_Password Security || Manage Employees fion Settings || Audit Trail
Events From: 1/8/2010 [1200 AM[&] To: 1/23:2011 [12:00 AM[] | Timezone: © Server (UTC+8) © Locsl (UTCS)
Type: | NewHire : ‘ Find: I ALEX TEST - I2 Verification | ID: 414b1a02-73ds-4b82-b8ea-9d5a471d7076
Event Code: Process: | E
[ ApplyFilter | [ Exportto Excel |[ Resetfiter |

Date / Time Level Event Process Source Source ID  Object Object 1D Description
1/16/2011 5:44:52 PM Info PROCESS_END 19 Verification User admin NewHire 414b1303-72da-4b82-b8ea-9d5a471d7076 The process is compl...
1/16/2011 5:44:52 PM Info  PROCESS_DERIVE I9 Verification User admin NewHire 414b1203-723da-4b62-b8ea-9d5a471d7076 Derived [BasicPilot]...
1/16/2011 5:44:45 PM Info  FORM_SIGN 19 Verification User admin NewHire 414b1202-72ds-4b62-b8es-9d53471d7078 Form [US 19] has bee...
1/16/2011 5:44:21 PM Info  FORM_SIGN 12 Verification User admin NewHire 414b1a02-73da-4b62-b8ea-9d5a471d7076 Form [US 19] has bee...
1/16/2011 5:44:12 PM Info STEP_NES_END 19 Verification User admin NewHire 414b1203-72ds-4b62-b8ea-9d5a471d7076 12 Verification Step...
1/16/2011 5:42:07 PM Info  NOTIF_START User admin NewHire 414b1203-73da-4b62-b8ea-9d5a471d7076 Notification [ID=e...
1/16/2011 5:40:05 PM Info  STEP_NES_START I9 Verification User admin NewHire 414b1203-72da-4b62-b8ea-9d53471d7076 12 Verification Step...
1/18/2011 5:40:04 PM Info  PROCESS_START |9 Verification User admin NewHire 414b1803-72da-4b62-bBea-9d5a471d7076 Process started.

=  Filter the Audit Trail view by Date Range, Type and Process.
= Choose a timestamp to format the date and time preferred.

= Or use the “Find” smart field to search for specific information.

@ There is more information about this feature. Click to view .
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Audit Trail Improvements

Audit Trail User Interface Improvements
Determine when an activity was invoked or accessed.

[ Apply Fiter

Message from webpage M

Exporting this file will cause the report with sensitive data to be cached
to your local disk. Are you sure you want to do this? Click OK to
continue, Cancel to cancel.

€ Click to view your report. - Windo@gu
OQ - [Frmsien~ 8x-[5]x] 9

Please, click here to view the file.

Easily export the information to Excel.

€ Internet | Protected Mode #3 v #100% ~
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DocumentCenter Enhancements

DocumentCenter Changes
More robust search and find capabilities.

Home Reports DocumentCenter Process Notifications Security Reference Files Admin Reports Account Settings My Profile

DocumentCenter
First Name Amy
Last Name Irving
Document Name | new ( Submit ) | Clear ] [ Advanced search |
New Employee Summary Form Results
Remote

= Search by First and Last Name

= Search by Document Name

= Advanced Search features the same conditional user interface as in other Admin
sections.

0
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DocumentCenter Enhancements

DocumentCenter Changes
More robust search and find capabilities.

Select Field
2 e Select Field Operator Condition Value

Citizenship Status + Egusls v e R v @ and © or

Address

v
Alien Work Until Date F
Citizenship Status
City . .
Date Of Birth If Citizenship Status Equals A CITIZEN OF THE UNITED STATES

L.

( Add ] [ Edit ] [ Dpelete |

Document Name
Employee ID
Employee Sign Date
First Name

Hire Dste

o Autriion Hudine = Use Advanced Search to find

19 Alien Number

i more specific information based
EZE on the indices associated with
bawid an onboarded employee.
tles:i: goc Number

List A Doc Number 2
List A Doc Title

List A Expiration Date
List A Expiration Date 2
List A Issue Authority
:::::g gzz ::::be' [ Save As Template ] Famplate Name . Load

List B Expiration Date

List B Issue Authority Y
Save As Template

XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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DocumentCenter Enhancements

DocumentCenter Changes
More robust search and find capabilities.

Resuits
Print To Excel View Indices Audit Download
v Document Name SSN Last Name First Name Middle Initial Maiden Name Date Of Birth Start Date Termination Date

|

us 19 xo0030-9458 LARSEN JULIE T 12/12/1980 7/13/2010
E-Verify Summary Yoo xx-9458 LARSEN JULIE T 12/12/1980 7/13/2010
us 19 o111 SMITH JOHN T 9/9/1980 9/15/2010
[F[]  E-Verify Summary xoeee1111 SMITH JOHN T 9/9/1980 9/15/2010
Direct Deposit o111 SMITH JOHN T 9/9/1880 9/15/2010
[ usis xooxx-3123 TEST ALEX 1/30/1887 117/2011
[[]  PhotoConfirmation xoox-3122 TEST ALEX 1/30/1887 117/2011

Hq1-8)p

= First, select an employee to see more details.
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DocumentCenter Enhancements

DocumentCenter Changes
More robust search and find capabilities.

= Click on any employee to see
detailed information.

= Click on any field under Indices
and update information.

0

Document Indices

Document Name: ]l_rf 19

First Name: JANIE

Last Name: SMITH

Indices
Index Value =
Address 24 ELM STREET

Alien Work Until Date
Citizenship Status

A CITIZEN OF THE UNITED STATES

m

List A Expiration Date
List A Expiration Date 2
List A Issue Authority
List B Doc Number

I izt R DAn Titla

City DENVER

Date Of Birth 12/12/1987
|Emp|oyee ID 2348

Employee Sign Date 5/24/2010

Hire Date 5/24/2010

19 Admission Number

12 Alien Number

Jurisdiction

Level 1 ABC Corporation
Level 2 Southern Division
Level 2 245 Peactree Rd.
Level 4 Customer Service
Level 5

Level &

List A Doc Number 3452452453

List A Doc Number 2

List A Doc Title UNITED STATES PASSPORT

12/12/2012

US STATE DEPARTMENT

<

]

[ Submit

) |

Cancel ]

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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DocumentCenter Enhancements

DocumentCenter Changes
More robust search and find capabilities.

DocumentCenter
- [ C — ) Ciont ] [ Acwomasesh | [ Upiead Document. ]
Upload Document
= Use the Upload Document B § ]
feature to upload documents to m——
DOC u m e ntce nte r- Do you want to sttach this document to employee? ©) Yes @ No

= Easily attach the document to
the Employee Record.

[ Cancel ] [ Next>> |

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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DocumentCenter Enhancements

DocumentCenter Changes
More robust search and find capabilities.

Upload Document

File Name [c:\Users\Anits Coleman\Documents\KMS\Demo Images\|| Browse... || Uplosd |

Document Name l j|

JoblLock Referrsl to DHS
Do you want to atta
NJ_W4_WT

File Name [cUsemAnita ColemaniDocuments KMS\Demo images'Sl| Browse.. || Upiosd |

Upload Document

S g = Use “Smart Fields” to choose a
S - S W name for the Document and locate
T the employee.

SMITH, JOHN (GasicPilot. 1111, 08/152010)
SMITH, FRED (19 Verification, 3333, 1/17/2011)
SMITH, FRED (BasicPilot. 3333, 1/17/2011)
SMITH, FRED (19 Verification. 3335, 1/17/2011)

SMITH, FRED (BasicPilot, 3335, 117/2011)

[ cancet ][ Neax» ]

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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DocumentCenter Enhancements

= Click FINISH to complete the process.

= Click the Audit Trail icon to view the
Audit Trail associated with the document
at any time.

Upload Document

Click Finish to submit the following form into Document Center:
Employee Name: SMITH, JOHN

Document Name: JobLock Referral to DHS

£ Audit-- Webpage Dislog —-——
[ bitps //a.cnline-onboarding.com. ) KMS Software Company, LLC [US) |

Angstion Users. € 7 Ras Seen released’ Cha Scopon 19 review few Matures

.| GUIDE ME

pressiit™ Poweced b

KMS Sofwrare Company, LLC

Home Reports Process MNotffications Security  Reference Fées Admin Reports  Account Setts

Occurred (UTC)

182011 120331 PM
182011 120211 P
1182011 1202:51 P
1182011 120110 PM
11872011 120118 PM

Avdit Event

View item sudit
View all progarties
Sowniced cca.ment

User

[
o™i
ad™un
samin
[ ol

DocumentCenter
Fint Name
Lt Name
Document Name Seemit | [ Ciear
Results J
Print  To€xcel View indices |Auat | Download
v Docement Name 55N Last Name First Name Middle Wntial |
Policy Aanowiedgment SMITH JOmN
L New Emgloyee Summary Form SMITH JOHN
Emamgency Cortact ints SMITH JOmN
| uswe SMITH JOMN
Ceect Deposit oot SMITH JOHN T

Pagetof1 MJd DM
(Cices |
http € Internet | Protected Mode: On )
8591580 b 2l

— T T T
SOFTWARE COMPANY
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Security Enhancements

hJ GUIDE ME = Updated password security protocol

—— p— Janas JOPLN features a configurable three-question

Create your Password and Security Question = Cha ”enge'

IMPORTANT: Your login inf. - Please ber your User Name and Password. You will

need this information to complete your onboarding process.

eions gmms } = The OnBoarding Employee chooses Security

Lot Hame bopLIN i Questions to answer if password is

A forgotten user name or password will be sent to your mail address. If you do not have an

::::::’dyf::l;:::::t::’l:c you select a p d you can ber such as your High School fo rgotte n .

Do you have an emall address? ) Yes © No

.

Create a Password - You will need a d to el Hy sign your di and in the
event you need to log back into OnBoarding.
The p d must be b 7 and 30 ch rs and satisfy 2 of these conditions: Include
G ber, Include One Symbol

Password Ioo [ ] - = = o=

e ey r— ] Please select your security question and write down the answer.
Create a Security Question - If you forget your password, in order to retrieve it you will need to Security Question 1 Mother's Maiden Name n
an iy

Mother's Maiden Name

ase select your security question and write down the answer. \ - -
Your Father's First Name

Security Answer 1

i

Sacurity Question 1 Mother's Maiden Name v City You Were Born In
Security Answer 1 [eseee ] Security Question 2 Favorite Sports Team
Remambar security answer is case sensitive, & A 5 Favorite Pet
Security Question 2 Your Father's First Name v SRy Aoomes: x = z
Remember security answer is case sensitive,
Security Answer 2 [.c. ] =
Remember security answer is case sensitive. Security Question 3 Mother's Maiden Name ad
Security Question 3 Favorite Pet - Security Answer 3 |
chmy Ansver 3 I""'l . _ ]) Remember security answer is case sensitive.
ST TS| -

! i ! There is more information about this feature. Click to view .

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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Security Enhancements

Security Changes

Updated password security protocol features a configurable three-question challenge.

Forgot your Password?

Click the “Forgot Password” link and you will be prompted to
enter your User Name.

User Name:

Angelins.Jolie{

Password: Forgot Password?

Forgot Password

Enter your User Name to receive your password:

(" Sign on |

User Name IAngelins.Jolie

If you do not recall the User Name, please click Cancel to return to the previous page to obtain the User Name.

(

Submit ||  Cancel |

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
FOR USE BY KMS CLIENTS ONLY — NOT FOR GENERAL DISTRIBUTION
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Security Enhancements

Successfully complete the three-question challenge and proceed!

Obtain Your Password

Please answer the security questions and click Submit to obtain your password:

Security Question 1 Mother's Maiden Name

Security Answer 1 [ I

Security Question 2 Your Father's First Name

Security Answer 2 [ |

Security Question 3 Favorite Pet

Security Answer 3 [ |

Obtain Your Password

Your password has been successfully reset.

You may now use your new password to login to OnBoarding.

A Congratulations Message displays after
successful password change!

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL

SOFTWARE COMPANY FOR USE BY KMS CLIENTS ONLY — NOT FOR GENERAL DISTRIBUTION
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Security Enhancements

Security Changes

New Hire forgets Password and User ID?

= Those with Admin Rights in XpressHR can locate user, change the password and advise
the new hire how to log in.

Forgot Password

Your password cannot be recovered. Please, contact your HR Representative
or Site Administrator for assistance.

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
FOR USE BY KMS CLIENTS ONLY — NOT FOR GENERAL DISTRIBUTION
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Security Enhancements

New Hire forgets Password and User ID?

= Those with Admin Rights in XpressHR can locate user, change the password and advise the
new hire how to log in.

B 82 2 83 38 2 - Click Reset Password Icon i}
Print To Excel Create Edit Relations Aftributes Delete Audit Trail Search Import Reset Password
1 - Locate Employee ACIKSTUW E Reset Password Page -- Webpage Dialog
v Login Last Name First Name Email Creation Date Last Login Date IEJ hm”qa'onﬁne-mﬂ"' g KNS‘.iofMam ooy b l
admin Admin Client 7/31/2007 1/18/2011
! |
Angelins.Jolie Jolie Angelina xpresshr.dev@gmail.com 9/8/2008 1/18/2011 Confirm Password: |eeseeeee |
Fl ATEST1 TEST ALEX 1/16/2011 1/17/2011
BSIMPSCNO111 SIMPSON BARTON 9/15/2010 9/15/2010
] BSIMPSONS SIMPSON BART 9/15/2010 £/15/2010
[[]  business.cards Cards Busi P dev@gmail.com 7/14/2008 7/16/2008 L Cancel ]
[F]  first. mentor Smith Anne xpresshr.dev@gmail.com 7/11/2008 7/15/2008
E] FlatStanley Stanley Flat 1/17/2011 1/17/2011 o Internet I Protected Mode: On g

3 - Choose New Password, click Reset

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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Security Enhancements

Sign On
Change your password
Account:

LI —— = After the password is changed by the HR Administrator and the
Uses bame. new hire successfully logs in, he or she will be prompted to create
a new password upon their first login.

New Hire forgets Password and User ID?

New Password: = They will also be prompted to create a new three—question
challenge to recover their own password in the future.

Confirm New Password:

Security Question 1:
Mother's Maiden Name

Security Answer 1:

Security Answer 2:

@ There is more information about this feature. Click to view .

Security Question 3:
Mother's Maiden Name

Security Answer 3:

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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Security Enhancements

First Name Angelina Curent Password
MiddieName To provide safety you should enter your current
Last Name Jolie password each time you change your profile.
Email xpresshr.dev@gmail.com Change Password

Title CORPORATE REPRESENTATIVE

New Password | |

Retype New Password | |

Delegste
The psssword must be betwsen 7 and 20 characters

Delegste Type Permanent and satisfy 2 of these conditions: Include One Numbe]
Include Cne Symbol

Change Security Questions

Security Question 1| Mothers Lsiden Name -]

Security Answer 1 | |

My Profile now features Read Only fields. | |

. . Security Question 2| Your Fathers First Name - |

Only the Password and Security Questions Sionil Fomemli |
can be changed by the User.

Security Question 3 | Favorite Pet v

Security Answer 3 | |

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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Security Enhancements

When creating users who will assist
new hires in the onboarding
process, XpressHR Administrators
can now create an initial password
and a three-question challenge.

When the New User logs in, they
will be immediately prompted to
create a new password and three-
question challenge.

Login lFIatStanley

First Name [Flst

Middle Name |

Last Name |Stanley

Password ||.n.o.n-

Confirm Password [nnnn

Email |

Security Question 1 Faverite Sports Team v

Security Answer 1 I-.ono. |

Security Question 2 Favorite Pet v

Security Answer 2 [ssses |

Security Question 2 City You Were Born In v

Security AnswefSlo-oooo-ooo.

Title |

|
|
PJCode | |
|

External Id |

Delegste I ] v

Delegste Type () Permanent @ Temporary

[ Create ] [ Cancel

XPRESSHR 4.7. WITH E-VERIFY v21 KMS CONFIDENTIAL
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Notification Enhancements

Several new icons have been added to the (el o [ D Upon Completion Email = =
. e . . . . é.Source 1_3] ] & | |i 08 7
Notifications Email Editor to help you build BrEAkmW[EE @ EETE= Q4
notifications: A=Rjd8 e J! &)
Slyle - = :: Format ‘ ‘: Font L ‘v Size ‘ "J
- 22 lllj
L !nserts an XpressHR Login .page link. T —Y
WL inserts a Welcome Letter link.
. . Welcome to our Team!
P inserts a Portal link. pow oy - g
. . . . . The forms needed for your orientation have been packaged electronically in our on-
N inserts a Notification Wizard link. boarding system. Prior to coming to orientation, you will need to complete your New
. Hire paperwork online. Please click this New Emplovee Wizard link to login to our
K inserts an XpressHR Data Key R ot postl
If vou do not complete vou paperwork before you come in for orientation. you will
be able to complete the forms using one of the on-boarding computers in HR.
: We are also required by federal regulations to verify all new emplovees'
You can now use these links to create new employment eligibility within three working days of their date of employment.
notiﬁcations or modlfy existing ones Please make sure you bring the identification you selected with you to have it
’ verified by a company representative.

[ Apply ] [ submit | [ cancel ]

XPRESSHR 4.7. WITH E-VERIFY V21 KMS CONFIDENTIAL ™
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Notification Enhancements

Additional Notification Enhancements

= A default test email can be set up where all your test notifications can be received.
Using this test email, the email address in the user profiles will be ignored.

=  When in test mode, the corporate structure can still be uploaded with all company email
addresses, but now we have the option to use test email addresses as we build and test
notifications.

=  Previously, when new functionality was requested and then deployed to QA, a manual
change to the email addresses was required in order to test the notifications. Now,
XpresssHR features an override feature that can be enabled or disabled with a
checkmark whenever you need to enter a test mode.

=  When you require specific groups of people in XHR to receive and or review test
notifications at an email address other than their corporate email address, this “QA
notification mode” can assist. Contact your Project Manager or use our support system
in NetSuite to request assistance .
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Report Enhancements

Report Enhancements

=  XpressHR Reports now features an “Advanced Report” tab where you can build more
sophisticated reports based on any field in the database.

= |n addition, the HRData Keys (Data Dictionary) associated with those fields can be easily
accessed as you build the report.

=  You can also save your report as a template and use the template to build other, similar
types of reports.

Create Refresh

Report Name Date Created Date Ci Status Report Scope Report Owner Progress

sas 1/16/2011 4:20:29 PM 1/16/2011 4:21:29 PM Completed Private admin

Citizenship Report 1/17/2011 11:02:56 PM 1/17/2011 11:03:33 PM Completed Private admin T S—|
December 2010 New Hire Report 1/17/2011 11:23:29 PM 1/17/2011 11:23:22 PM Completed Private sdmin =
January EEC Report Private /1612011 7:28:09 PM 1/16/2011 7:29:07 PM Completed Private admin |
January Veterans 1/17/2011 11:10:47 PM 1/17/2011 11:11:32 PM Completed Private admin [

SOFTWARE COMPANY
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Report Enhancements

Report Enhancements

Step 1: Set Report Parameters

Report Name: ]December 2010 New Hire Report

Report Scope: © Private @ Public

Based on Template:

Report Template: Special Vet Report - Private v

Special Vet Report - Private

EEO REPORT BY VETERAN STATUS - Public
EEO REPORT BY RACE - Public

Citizen and Married - Private

EEO REPORT BY GENDER - Public

=  First, set the Report Parameters.

= Next, decide whether you want to
base your new report on an existing
template.

| f Next > ] | Cancel ]

m
1]
@

(You can delete fields you do not
need for your new report.)
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Report Enhancements

Report Enhancements

Step 2: Set Report Fields

LastName
FirstName
MiddleName
VeteranVietnam

e

o "
ecentl

VeteranDisabled \ Delete Field |

VeteranAnother

e
ArmyBranch_text Deleta Al
Address1

= |n Step Two, set the Report fields.
If you have based your report on a
template this is where you can

remove the fields you do not want. | |
[MaritalStatus |E) (__AddFiela ]

B [Seered )

= Add fields by clicking on the ellipsis
icon.

Ellipsis lcon
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Report Enhancements

Report Enhancements

Select HRData Key

Search by name: mMa

Filter by tag: v

= The ellipsis icon allows you to HRData ey

access the data dictionary and MailAddressCounty 4

MailAddressCountry Text

select any other fields you need for MailAddressCounty

MailAddressENail

the report. o A
MsilAddressZip
MailAddressZips

“« D . MailDistributionL st

m The “Search by field is a smart MsilDistributionListOther

MasilDistributionListText

field. Just begin typing the name of o

ManagerEmail

the field, or any letter in the name rsin i b

ManagerTitle

of the field and XpressHR will MedwlStets

ithholding AL AL_A4_txtMaried
] StateWithholding. CA.CA_DE_4_MaritalStatus

return a result list. g R

ithholding.GA.GA_G4_txtMarti

ithholding. GA.GA_G4_txtMarti

ithholding.GA.GA_G4_txtMarti

FromTheEsti dDeduc

ISA

B7A

RO

< I | »

[ selea ][ cancel ]
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Report Enhancements

Report Enhancements

Step 3: Set Report Filter
Dste Type:  Start Date v From: To:

= |n Step 3, set your Report Filters.

=  Click NEXT to continue.

= Choose a Date Range for the report.

= Further filter the report by selecting a field (using
the ellipsis icon to access the Data Dictionary) and
creating the remaining parameters for the report.

Select Field Operator Condition Value
]U MoreThan v | ® And @ oOr
( Add ] [ Edit | [ Delete |
If StateWithholding.CA.CA_DE_4_MilitarySpouse MoreThan
[ <Bax || nNext> | [  cancel
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Report Enhancements

Report Enhancements

= The Report begins to build.

= The status icon advises “Awaiting.”

= The Report typically takes about 60 seconds to complete

= Click REFRESH to view after 60 seconds or wait a moment for the Status to update.

Reports I Advanced Reports I Signature Transaction

8 8

Create Refresh

Report Name Date Created Date C d Status Report Scope Report Owner Progress

EEEY 1/16/2011 4:20:29 PM 1/16/2011 4:31:39 PM Completed Private admin

Citizenship Report 1/17/2011 11:02:56 PM Awaiting Private admin [ o ]
Janusry EEO Report Private 1/16/2011 7:28:09 PM 1/18/2011 7:28:07 PM Completed Private admin [ —]]
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Report Enhancements

XpressHR 4.7 also features an enhancement to Admin Reports. The new Admin Report feature is
located under Admin Reports > Activities tab. It calculates Activity Metrics for each step and each
activity.

=R

Print To Excel

>

Boardi
Procass  On! " bt  Step/Notification Title (7] Emplcyes S
® rom[ ] % i
® fem E:l i E!I [¢] Postiire Verification Step = Activities In R %0 v
tomth: | January ¥ . 2011 7] New Employes Step Order Activities By:  Total Elapsed Timw »
[¥] Orientation Step Sort Diretion Descending -

7] (08) New Employse Setup Show HRDatalg: [l

[ ShowRepon | [ CieacFilter |

Employee Login Employee Full Name SSN Activity Status Assignee Login Total Elapsed Time View Details
JIOPUNS JOPLIN, JANIS T 9380 Orientation Step Angelina Jolie 4224047 =
Step/Motification Title Start Date End Date Elapsed Time Initiated By
(CB) New Employee Setup 117/2011 4:00:40 PM 4.22:40:47
New Employee Step 1/17/2011 4:01:40 PM 1/17/2011 4:10:08 PM 00:08:28 Angelina Jolie
Email To Mentor 117/2011 4:110.08 PM 4223119
AKAWASAKI KAWASAKI, ARNOLD T $535  Orientation Step Angaling Jolie 420:20:10 [+]
HKUMART KUMAR, HAROLD A New Employee Step angelina jolie 4.20:27.45 E]
RSTRAUSSY STRAUSS, RICHARD T New Employes Step angelina jolie 4202457 [Z]
HTUBMANS TUBMAN, MARRIET T 4234 All documents submitted Angelina Jolie 18:17:.09 @
JSMITHS SMITH, JOHN T 111 All documants submisted Angeling Jolie 01.12:2% [+]
GJETSON1 JETSON, GECRGE T 8111 All documents submitted Angelinas_Jolie 00:07:47 E]

This functionality will be deployed after the core upgrade on January 24, Activity Metrics for your account
will be re-calculated and you will be able to view the updated report beginning February 4, 2011.
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WQ Optimization

You can now refresh activities in the Work Queue Summary and Detail frames by clicking on the
Refresh icon located next to the title in the Summary frames. Both summary frames and the
activity line item in the work queue will update when you click refresh!

Reports

Work Queue Sumenary
OnBoarding

1.8 Verificstion

2.Step | SWASW

19 3 Business-Days

e Verify

L9 Revenfication

Eorms On Demand
ffbosrdin

Agplicant

DocumentCenter

Process

0 010 1N e 10 |- loE

Notifications

APIESSHR = FPOWETEa 0f NS SORWATE LoMmpan

Security Reference Files

OnBoarding Summary

PostHire Verification Step

New Employes Step

Crientation Step

Signature Step

Uploaded Today

Overdue ltems

New Employees Since My Last Login
Notifications

Assigned To Activity DueDate Start Date __ Orientation Date
[ﬂ Angeling Jolie Orientation Step 1202011 117/2011 171772011
@ Angalina Jolie New Emgioyee Step 11772011 11772041 117/2011
4 Angelina Jolie Orientation Step 12172011 1142011 111872011
A Angeiins Jolie New Emgicyee Step 1172011 11772011 11772011
4 Angetina Jolie New Employee Step 1182011 111872011 1182011

Admin Reports

Account Settings My Profile

Search Work Queve

Search By Activity

B ieiewmien w .OD

Work Queue

Show ® Outstanding Activities

Adlivity Posthire Verification Step

! Completed Activities

7 ANl Activities

Ciear ||

Advanced Search |

Show >
Last Name Emp ID Job Title De ot Location
JOPUIN 09380 Cle Custorner Service 123 EIm 5
TUBMAN HR Assistant HR Depariment 123 Elm 5
KAWASAKI  ooexe8535  CSR Customer Servioe 2nem WL
KUMAR Se. HR Assistant HR Department 122 Elm 2 15
STRAUSS CsR Customer Service 123 Eim 5 N

SOFTWARE COMPANY
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Compliance | 2011 Federal and State Forms

The 2011 Federal and State forms listed below have been updated and added to this release:

= U.S. Government Federal Form: W-4 2011 (W-4 SP 2011 is not published yet)
=  Application for a Social Security Card Form: SS-5, SS-5 SP

= Alabama: ALA-4rev11/10

= California: CA DE-4 2011

=  Hawaii: Hl HW-4 Rev 2010

* lowa: IAW-42011

= Kentucky: KY K-4 Rev 42A804 (11-10)

=  Maryland: MD MW-507 Rev COM/RAD-036 10-49

=  Michigan: MI W-4 Rev 07-10

=  Missouri: MO W-4 (Rev 12-2010)

= New York: NY IT-2104 2011
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Audit Trail Notes

XpressHR 4.7 - Enable Audit Trail
How to Enable Audit Trail Functionality

Groups

[ bisplay Group Security by >> S Yag 0 B
[EaeSwe T e 1o Excet crete €t it i e e

= =} All Groups By Role of Group

= User ~ Name Role
2 Hiring Manager [ Business Cards omsmsm:
—J Recruiter [] Client Adeinissrators Recosr
=1 HR Admin [T] Documant Center Document Center
1 Systern Admin [7] Enter Info and View Results o
—J Intemal Resource [F] e-Verify Notifications e
] External Rescurce [7] Hiring Managers Hiring
s L RAdmieawees e
—J Document Center [T] IT Depantment inlamat

[F] Mentor 2 s’

7] Mentor S

7] Payeol Internal

7] Reverification i

[7] System Adminiseaton Root

User

1. An Admin user navigates to Security, selects the HR Admin group, or any other
Admin group for whom the ability to view the Audit Trail is desired.

. ) Pagetof1 M DM
2. Click Edit.
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Audit Trail Notes

XpressHR 4.7 - Enable Audit Trail |

How to Enable Audit Trail Functionality

Neme [HR Administrators | Role| HR Admin -

Other Properties l

Reference Files Account Settings Admin Reports Audit Trail
Provisioning Logo Settings Metrics Report
Forms Password Security Activity Report
Banks Manage Employees Groupa By
Report
Users By Groups

i
. Contsiners Forms Report

3. Select the Other Properties tab.

4. Mark the Audit Trail box.

[ Update | [  Cancel |

5. Click Update to apply changes.
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Document Indices Notes

XpressHR 4.7 - Document Indices

How to Enable Document Indices Functionality

Aftention Users: 4.7 has been released! Click Support to review new features. Welcome, Client Admin
Logout Support
KpressHR™ Powered by KMS Software Company, LLC

Home Reports DocumentCenter Process Notifications Security Reference Files Admin Reports  Account Settings My Profile

Display Group Security by >> % ‘% % @ @ E% @
_ Print To Excel Create} Edit Assign Delete Audit Trail Search

=] 6 AllGroups By Role of Group
< User

V' Name Role

<1 Hiring Manager
1 Recrutter

<1 HR Admin

1 System Admin
<1 Internal Resource
<1 External Resource

<1 Partner Admin

il N

As an Admin user, navigate to Security > Groups.

2. Select the Document Center group and then choose Edit.
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Document Indices Notes

XpressHR 4.7 - Document Indices
How to Enable Document Indices Functionality

£ Edit Group -- Webpage Dialog e — [
|g| https://qa.online-onboarding.com/KM5/ModalFrame.aspx £ KMS Software Company, LLC [US] |
[ Nameancument Center | Rnle| Document Center v| ]

Allow view document:

Allow save document:

Allow update decument indices: |

Allow remove document: I
Allow upload document:
Allow view document audit;
Allow re-index document:

3. Next, mark the “Allow view document indices” box.

4. You may also mark any other options you would like to see such as “Allow [ pie ) [[_concs
upload document” or “Allow view document audit.”

d Mode: On g

5. Click Update to apply.
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Security Notes

XpressHR 4.7 - Enable Security Three Question Challenge |

How to Enable the Security Three-Question Challenge

Collection || Password Security || Manage Employees || Process Activation || Process Configuration || Integration Settings

Provide Passwoed Security (V)

Foron User to Change Passward on Fist Logon (7] 1. An Admin user navigates to Account Settings.

Password Minimum Length (value must mdup.lu)D

Password Maximum Length (value muﬂueOulm)D

Pasmwors Expiation in Days (make O o rever i) 0| 2. Select the Password Security tab.
Password History Security (keep last 5) (V]

Number of Criteria That Must Be Met Making Passwords 2

Rk Boswceds To lackuti Ot (ppancass Lot 1N 3. Chose the number of security questions from the
Enforce Passwords To Include One Lowercase Letter || o
Enfocos Passwoeds To Include One Number [¥] drop down I|St-

Enforce Passwords To Indude One Symsol (V]

Number of Security Questions 2 v .
Enwmilovpmamfynmuum[ ! 4, CI|Ck Apply-

Recover Password by Mail [7]

Email ToRnﬁPmﬁ:FuMWhomNoEmail[ ]
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Security Notes

XpressHR 4.7
Enable Security Three Question Challenge

Login |
First Name |

Middle Name |

Last Name |

Password [

How to Enable the Security Three-Question Challenge

Confirm Password l

Email |
Security Question 1 Mothers Maiden Name - 5. Next, go to Security > Users > Create.
Security Answer 1 | |
SACHTY Masian| ToAeee v 6. Confirm your requested entries.
Security Answer 2 | |
Security Question 2 Mother's Maiden Name v
Security Answer 3 | |
Title | |
PJCode | |
External Id | il
Delegate | v

Delegate Type (©) Permanent © Temporary

From To

Hiring Manager Recuiter Menitor Employee

_‘ [ create |[ cancel ]
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XpressHR 4.7 | Understanding E-Verify

=  The Department of Homeland Security’s (DHS) U.S. Citizenship and Immigration Services
Bureau (USCIS) and the Social Security Administration (SSA) jointly conduct E-Verify, a
federal employment eligibility program.

=  The E-Verify program checks the DHS database, using an automated system to verify the
employment authorization of all newly hired employees.

= After the Form I-9 is completed, new hire data is transmitted from XpressHR to the
Department of Homeland Security’s database.

=  DHS checks the validity of:

The new hire name

Social Security Number and other immigration documents
Date of Birth

Citizenship

= |f non-citizen, DHS now requests that the employer compare the photo displayed on the

screen with the photo presented to the employer by the new hire.

SOFTWARE COMPANY FOR USE BY KMS CLIENTS ONLY — NOT FOR GENERAL DISTRIBUTION
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XpressHR 4.7 | Still Easy Steps

XpressHR™ OnBoarding 4 " Freeess Oversight )

E v =1 f at all times for Corporate Reps

=3 Helping Employers Hire Right

Task Management
Data collected in wizards trigger email notifications and/or processes

Kthat can be viewed in work queues. j
e p e w e p
Corporate Rep New Employee Corp Rep and New Employee
Your ATS
Enters or confirms Enters or confirms Review Citizenship and
information about the information not collected Eligibility Documents.
FNV? New Hire’s Job. during the Applicant phase. Records document names
é Service :> Signs Documents and expiration dates. Signs
Documents.
PostHire New . .
cpe is Orientation
Verification Employee
Web
The DHS E-Verify Program Service

vAln,' R SE¢

A ‘/’N\\’ Employee Name, SSN, Citizenship Status and Other Form I-9 information is sent to the Department of Homeland Security
\3‘ %, ||||||| = databases and a statement is returned to you in seconds regarding the New Employee’s eligibility to work in the United States.

“ko \‘
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XpressHR 4.7 witn E-Verify v21

E-Verify requires that an employee have a Social Security number in order to be processed through the

E-Verify system. XpressHR accommodates the process for employees who are awaiting a Social Security number
and provides a methodology to track when the number is received. If the SSN number is received more than three
days past the employee’s start date, XpressHR provides an opportunity for the employer to state the reason for the
delay.

Once the OnBoarding™ and -9 Verification processes are completed, the employee identification information is
automatically passed into the Web Service method. This method checks the data at the Social Security Agency (SSA)
and Department of Homeland Security (DHS), and returns the eligibility statement to XpressHR OnBoarding™. The
gueue of steps in the E-Verify process depends on the initial eligibility statement returned.

ORI I . P L R T

soCLAL SECUR Y, . b

EMPLOYMENTAUTHORIZATION CARI

0 e b B Eehe Ll x 91 Ly vk (8 (0 o vabeiey W

s VOID, YOIB VY
e w Cr TSRO L,
ae Q0D

P i v XpressHR also provides a way for you to view samples of

ik W

immigration documents to assist you in the document
review and verification process.
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XpressHR 4.7 witn E-Verify v21

= Complete OnBoarding Steps as you normally do.
= You may click the E-Verify Tab to quickly view all E-Verify Activities only.

Attention Users: 4.3 has been released” Click Support to review new features Welcome, Client Admin
ABC Corporation logost |  Suppon
XpressHR™ Powered by KMS Software Company, LLC
Home Reports Process Notifications Security Reference Files Admin Reports _ Account Settings My Profile
Work Queue Summary E-Verify Summary Search Work Queue
QnBoarding 8 Intial Verification L
L83 o ) 2 Secondary Verification 1 Search By Activty i
E-Verify 10 Third Verification 1
L9 Reverification 1 Signature Step 2 Activity Intial Verification v
Eorms On fl 1 Uploaded Today '} Show @ Outstanding Activities ) Completed Activiies () Al Activities
Qffbogrding 1 Overdue tems 10 r
Submit Clear anced Search
eApplcation 1 New Employees Since My Last Login 2 { J J (ccAdvonced Semch .. ]
ificst 2
Work Queue Show >
v Assigned To Activity DueDate Hiring Date Case Verification Number Emp 1D Alien Number 1-94 Number Date Of Birth Last Name  First Name Case Status s
B ﬁ P Jole, Angeina inltial Verification 8372009 8/26/2009 2009082905452)8 20O-XX-4423 272119682 GRANT HUE SSA TENTATIVE NONCONFRMATION
& aﬂ P Jobe, Angeina Initial Verification S//2009 872972009 2009082906571PP H00-xx-1111 221982 RIGHT BOB EMPLOYMENT AUTHORIZED
il j P Jobe, Angeina Intial Verification 9/3/2009 8/29/2009 H0XX-4423 2211969 SMON KEITH IE
[7] & ¥ Admin, Cient  Initial Verification 9/6/2009 9/1/2009  05090106808188MW W00-xx-1111 01/01/1980 TESTCMPL AATESTCMPL AA EMPLOYMENT AUTHORIZED |
[ ‘ﬁ P Joke, Angeina intial Verification 9372009 8729/2009 2009082907252AM J00e-xx-1003 0101/1970  JOEL BLLY SSA TENTATIVE NONCONFRMATION |
[7] 2 ¥ Jote, Angeina inttial Verification S/3/2009 8/29/2009 20090829072721Q 2006-xx-1003 01/01/1970  JOEL BLLY SSA TENTATIVE NONCONFRMATION
] ,ﬂ P Joke, Angeina Secondary Verification 9/12/2009 8292009  2009082909162GP HR-XX-2423 221982 JONES MAE DHS TENTATIVE NONCONFIRMATION+ NOT CONTEST"
Fl .ﬂ @ Jobe, Angeina Third Verification 9/10/2009 8292009  2009082906542XK H00GXX-1326 324234224 2211985 GREEN Lucy CASE IN CONTINUANCE '
< nt | ’
Page1of1 M I DM
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XpressHR 4.7 witn E-Verify v21

E-Verify v21 - What's New

The latest upgrade to the XpressHR OnBoarding™ Platform — Version 4.7, features an important
E-Verify v21 upgrade that streamlines the E-Verify process and updates the user interface

Improvements to the 3-day Rule
If you are unable to create an E-Verify case within 3-days of Start Date, you will now be prompted to
enter the reason for the delay.

New Audit Trail for Tentative Nonconfirmations (TNC) Notices and Referral Letters
XpressHR has always provided an audit trail of all actions taken throughout the application. Now
however, E-Verify will also record when the user prints the TNC Notice or Referral Letters.

Updates to terminology in the SSA and DHS TNC Notices and Referral Letters.
These updates improve user understanding of the information and instructions provided.

New Case Closure Process
When closing a case, employers will be prompted by a wizard to answer a question that will provide
more clarity around the closed case and offer appropriate and easy to understand closure codes.

XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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XpressHR 4.7 witn E-Verify v21

E-Verify v21 - What's New

New Case Closure Codes
The closure code language has also been simplified to improve user understanding and case closure
accuracy.

Improvements to the reasons for a Social Security Administration (SSA) TNC
The language describing the reasons for the SSA TNC has been updated so it is easily understood by
both employers and employees.

User Interface
Several E-Verify panels have been consolidated and verbiage/instructions clarified to make the
process more intuitive.

E-Verify for Federal Contractors
For Federal contractors who must E-Verify existing employees, a standardized process has been
developed.
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XpressHR 4.7 vwin E-Verify v21| Details

Improvements to the 3-day Rule
Current rules associated with E-Verify processing

indicate that the employee must submit an E-Verify Err— — S—
query within three (3) days of the date the employee A

starts work for pay. e e

the case. Please note that for privacy and security reasons, you should not enter any personally
identifying or sensitive informaticn. Please keep your response to fewer than 150 characters.

& E-Verify -- Webpage Dialog =)

©) Awaiting Social Security Number

XpressHR now accommodates all categories indicated
by E-Verify when you need to state an Overdue Reason T
if you fail to submit the E-Verify query within 3 days. © other

@, E-Verify -- Webpage Dialog (=<2
. . . KIMIS
= Awaiting Social Security Number oS e
= Technical Problems oz
;;f:;a;::::“w 211-11-0111 ;:‘;E:f’::::) 11/19/1987 e
= Audit Revealed that New Hire Was Not Run through et ety ss; - ST o e st
E-Verify o EmE papes
QOverdue Verify Awaiting Social
Reason: Security Number
= Federal Contractor with E-Verify Clause verifying an
existing employee
= QOther
[ ssBack ][ Submit iniial Verification |
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XpressHR 4.7 vwin E-Verify v21| Details

# | E-Verify -- Webpage Dialog B3|
Improvements to the 3-day Rule KIMIS
Hire Date vs. Start Date —

Initial Verification English IRMA KRANZ

Review Employee Information from Form I-9:

—
IStartData(mm!dd!wvv): 11/1/2010 | B I

Citizenship Status: Citizen of the United States

The E-Verify Hire Date / Start Date issue has also been Lt 8 and € bocuments

clarified and programmatically addressed in XpressHR with
E-Verify v21 in the following ways:

= Offer Date = The employee accepts the employer’s offer
of employment

= Start Date = The Date the employee starts work for pay

[ cese ] <<Back |[_ Next=s

The E-Verify Hire date is calculated based on when the E-Verify activity is created:

= |f the E-Verify Create date is less than the Start Date, then the Hire Date = E-Verify Create Date
= |f the E-Verify Create Date is equal to or greater than the Start Date, then the E-Verify Hire Date = Start Date

XpressHR 4.7 with E-Verify v21 KMS Confidential
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XpressHR 4.7 witn E-Verify v21| Details

New Case Closure Process

When closing a case, employers will be prompted by a wizard
to answer a question that will provide more clarity around
the closed case and offer appropriate and easy to understand
closure codes.

The Resolve Case option, formerly used to close a case in
E-Verify, has been streamlined and is more dynamic. With
E-Verify v21, the Complete/ Resolve Case Closure option
displays as a result of three major conditions:

= Employee is Employment Authorized.

= Employee Receives a Final Nonconfirmation.

» Employee Receives a Tentative Nonconfirmation and/or
the E-Verify case is in process.

For each major condition, the case closure language has been
simplified and offers reason codes that are specific to the
case.

XpressHR 4.7 with E-Verify v21 KMS Confidential
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SOFTWARE COMPANY

Initial Verification English IRMA KRANZ

Complete/Resolve the E-Verify Process

1= the employee currently employed with this company? @ Yes () No

| Request Closure Options |

Please select the appropriate option below to complete or resolve the E-Verify process
for this employee. Note that option{s) not applicable at this time have been disabled.

) Duplicate Case

© Incorrect Data

[ «<Back ][ SubmitResolveCase |
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New Case Closure Process T Tr——— =
DHS dynamically presents the reason codes specific to each of KJMJS
the 3 major conditions. Initial Verification English IRMA KRANZ

Complete/Resolve the E-Verify Process
Employee receives a Tentative Nonconfirmation -
Is the employee currently employed with this company? @ ves () No

| Request Closure Options |

Please select the appropriate option below to complete or resolve the E-Verify process
for this employee. Note that option{s) not applicable at this time have been disabled.

+ Employer decides to allow the employee to continue
working even though the employee has received a Tentative
Non Confirmation and has chosen to Not Contest the TNC.

) Duplicate Case

© Incorrect Data

+ The E-Verify case is a duplicate.

+ The E-Verify case contains inaccurate information. (formerly
Invalid Query)

+  Employee is terminated before the case is updated. Answer
“No” to the first question and select the appropriate reason
code presented.

[ «<Back ][ SubmitResolveCase |

Note: You must follow all steps after receiving a Notice of Tentative Nonconfirmation. 1) Advise the Employee, 2) Allow the Employee
to Contest or Not Contest the statement and 3) Sign the Notice and Referral Letter. Both the Corporate Rep and Employee must sig
The Notice and Referral letters whether the employee choses Contest or Not Contest.
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New Case Closure Process

Eligibility data sent to DHS contains duplicate or incorrect information.

Complete /Resolve the E-Verify Process

Please select the appropriate option below to complete or resolve the E-Verify process
for this employee. Note that option(s) not applicable at this time have been disabled.

) Duplicate Case

.......................................

""""""""""""""""""""" 1. Answer “Yes” to the first question and click the Request Closure Options button.

2. Select “Incorrect Data” to resolve the E-Verify process for the employee. (This
also resolves the DHS E-Verify case number associated with the employee.)

3. XpressHR reinitiates the I-9 Verification process and provides an opportunity for
the data to be corrected.

4. The E-Verify process starts again.

XPRESSHR 4.7 WiTH E-VERIFY v21 KMS CONFIDENTIAL ™ ,
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New Case Closure Process
Employer receives a Final Nonconfirmation.

- & EVerify - Webpags Dialog =]
€ E-Verify --Webpage Dialog E

SOFTWARE COMPANY
SOFTWARE COMPARY
Third Verification English IRMA KRANZ

Third Verification English IRMA KRANZ

Completing the E-Verify Process for DHS FINAL

Completing the E-Verify Process for DHS FINAL NONCONFIRMATION
NONCONFIRMATION
The Department of Homeland Security has determined that IRMA KRANZ is not
The Department of Homeland Security has determined that IRMA KRANZ is not authorized to work in United States. To complete E-Verify Process, please answer the
authorized to work in United States. To complete E-Verify Process, please answer the question below regarding the employment status of the employee.

guestion below regarding the employment status of the employee.

. . . . Do you intend to continue the New Hire's employment? () Yes
Do you intend te continue the New Hire's employment? @ Yes () No

I understand that by continuing the employment of this New Hire my company will

be subject to a civil money penalty between $500 and $1,000 for each failure to

potipib e naEtmenEotl e ks se i Click "Finish" to complete the E-Verify process.

If you click "Close”, the activity will remain in the Work Queue at its current status.

. . To resolve the case manually, click "Resolve Case™ and choose the appropriate resolve
Click "Finish” to complete the E-Verify process. reason.

If you click "Close”, the activity will remain in the Work Queue at its current status.

To resolve the case manually, click "Resolve Case"” and choose the appropriate resolve
reason.

] l Close ] [ Resolve Case ] [ <= Back ] [ ]

[ ciose ][ Resobecase | [ =<Back || Finish

XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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New Case Closure Codes
Employer receives an Employment Authorized Statement

KIM

PSOTTWAKE COMPANY M TWARE COMPANY
Initial Verification IRMA KRANZ

Completing the E-Verify Process for EMPLOYMENT Completing the E-Verify Process for EMPLOYMENT
AUTHORIZED AUTHORIZED

To complete the E-Verify process, pl the question below regarding the To complete the £-Verify process, pl the q lon below regarding the
employment status of the employee. employment status of the employee,

Is the employee currently employed with this pacy? Is the employee currently employed with ths company? 9 Yes . No

Please choose the reascn the employee is net currently d with the
’ The employee was ter d by the employer for reasons other than E-Venify,
) The employee veluntarily go working for the employer.

ployed

Click "Finish™ to complete the E-Verify process,
1f you click "Close”, the activity will remain in the Work Queue at its current status.

" - To tve the case Hly, click "Resolve Case” and choose the appropriate resolve
Click "Finish™ to complete the E-Verily process. rORson, ¥
1f you click “Close”, the activity will remain in the Work Queue at its current status.
To Ive the case Iy, click "R lve Case” and ch the appropriate resolve
reason.
(_Cose ][ Resonecese | [ctox ][ Fuen ] (_Cose ][ Amovecenn | (oba |{  rfom )
Bt/ ocalhostS080/ XPressHRAT/ModalFram: ° Internet | Protected Mode On httpe//localhost:B080/ XPressHRAT/ModalFram: o Internet | Protected Mode: On
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Improvements to the reasons for a Social Security Administration (SSA) TNC

The language describing the reasons for the SSA TNC has been updated so it is easily understood by both employers
and employees.

& E-Verify -- Webpage Dialog € E-Verify -- Webpage Dialog
SOFTWARE COMPANY SOFTWARE COMPANY
al Verification English iti i JOHN ADAMS
@ Corporate Representative: Please pass the keyboard to the employee. You have decided to Contest the tentative nonconfirmation, you must contact the
SSA within 8 Federal Government work days to resolve your situation by providing
Tentative Nonconfirmation additional information or documents that will permit the SSA to notify your employer

Instructions for Employee: that you are work authorized.

When your information was compared electronically to government records, SSA could not confirm

that you are eligible to work in the United States. During that time your employer may not terminate your employment or take adverse
action against you based upon your employment eligibility status or because you have
The reasen returned by SSA s chosen to contest the tentative nonconfirmation. If you contest the tentative
nonconfirmation, your employer will provide you with an information sheet that will tell
s The n:me and/or date of birth entered for this employee do not match SSA you how to do it.
records.

The tentative noncenfirmation does not mean that you are not work authorized, or that the =
information you provided is incorrect. There are many reasons why a work authorized employee |71 acknowledge that I understand the above
could be the subject of a tentative nonconfirmation. The tentative nonconfirmation means, however,
that you must contact the SSA to resolve the situation if you wish to continue your employment.

Representative will then continue the E-Verify process by selecting one of

the button below.

Please pass the keyboard to the Corporate Representative. The Corporate
I choose to (check one):

Contest the tentative nenconfirmation. I understand that I must contact the Social Security
Administration within 8 Federal Government work days, and that my employer must provide me
with information telling me how to do this.

Not Contest the tentative nonconfirmation. I choose voluntarily to give up my opportunity to
correct the tentative nonconfirmation. I understand that my voluntary choice not to contest the
tentative nonconfirmation authorizes my employer to terminate my employment immediately.

[ Close | [ Resolve Case <<Back | [ Submit 334 Referral |
Close | [ Resolve Case <<Back || Neat ==
B | M | XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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Improvements to the reasons for a Social Security Administration (SSA) TNC

The XpressHR Remote Employee process also features updated language describing the reasons for the SSA TNC
that can be easily understood by both employers and employees.

& E-Verify - Webpage Dialog =

& E-Verify - Webpage Dialog =

& E-Verify - Webpage Dialog =

[ &) ntte://1ocathost2080/xPressHR4T ModalFrame aspx |

&) retps fXPressHRAT/! aspx

[&) nete/ocathostz0s0/xpre

IR47/ModalFrame.aspx

SOFTWARE COMPANY

IRMA KRANZ

When the employee's information was compared electronically to government records,
SSA could not confirm that you are eligible to work in the United States. The reason
returned by SSA is:

s The name and/or date of birth entered for this employee do not mat
SSArecords.

The tentative nonconfirmation does not mean that employee is not work authorized,
or that the information is incorrect. The tentative nonconfirmation means, however,
that the employee must contact SSA to resolve the situation if he/she wishes to
continue employment.

Click "Notify Employee” to send a notification to the employee instructing him/her of
the tentative nonconfirmation and the option to contest or not contest.

If you need to communicate with the employee, other that via the notification, below
is the contact information:

e.com  Phone: XXX- XXX -

http://localhost:8080/XPressHR47/ModalFram: o Inte|

e Erpores

cted Mode: On

SOFTWARE COMPARY

SOFTWARE COMPANY

Remote Hire:

IRMA KRANZ

Tentative Nonconfirmation

When your information was compared electronically to government records, SSA could not cenfirm
that you are eligible to work in the United States.

The reason returned by SSA is:

+ The name and/or date of birth entered for this employee do not match SSA
records.

This tentative nonconfirmation does not mean that you are not work authorized, or that the
information you provided is incorrect. There are many reasons why a work authorized employee
could be the subject of a tentative nonconfirmation. The tentative nonconfirmation means, however,
that you must contact the SSA to resolve the situation if you wish te continue your employment.

1 choose to (check one):

Contest the tentative nenconfirmation. 1 understand that I must contact the Social Security

within & Federal work days, and that my employer must provide me
with information telling me how to do this.

Not Contest the tentative noncenfirmation. I choose voluntarily to give up my opportunity to
correct the tentative nonconfirmation. 1 understand that my voluntary choice not to contest the
tentative nonconfirmation authorizes my employer to terminate my employment immediately.

KM

SOFTWARE COMPANY

hitp://1 {R47/ModalFram: € Internet | Protected Mode: On

Agreement to Sign E-Verify Documents
The Department of Homeland Security has made the following determination regarding your eligibility
to work in the United States:

+ The name and/or date of birth entered for this employee do not match SSA
records.

You have chosen to Contest this determination. The next step in the process is for you to check the
boxes below in order to sign the follawing document(s). After you hawe signed, they will be
forwarded to your corporate representative to be counter-signed and then returned to you via e
mail.

greement to Use Electronic Click Signature to Sign Documents

I, IRMA KRANZ , agree to sign these electronic PDF documents using "click” signature
technology. I understand that a record of each document and my signing of it will be stored in
electronic code. I intend both the signature I inscribe with the "click” signature technology and
the electronic record of it to be my legal signature to the document. I confirm that the document
is "written" or "in writing” and that any accurate record of the document is an original of the
document.

I agree to sign SSA Notice to Emplovee Of Tentative Nonconfirmation

1 agree to sign SSA Referral Letter

If you have any questions, please contact your corporate representative at xxx-xxx-
00K

XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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Improvements to the User Interface: An Initial Verification Document Upload Panel

When an employee presents a Permanent Resident card (Form I-551) or an Employment Authorization Document
(Form 1-766) as a verification document, XpressHR now facilitates retention of the document with a Scan and

Upload feature that can be used immediately or later, at a more convenient time.

[SOFTWARE COMPANY [SOFTWARE COMPANY

Initial Verification IRMA KRANZ Initial Verification IRMA KRANZ

Initial Verification Document Upload
dent card or Alien Registration Receipt Card

Initial Verification Document Upload

1f an ployee presents a Per d card or Alien Registration Receipt Card 1f an ployee presents a Per
(1-551) as the verification document, the employer must make a copy of that document (1-551) as the verif] the employer must make a copy of that document
and keep it on file with Form 1-9,

and keep it on file with Form 1-9.
You un either scan aml upload the document or copy the document for future Vou can either scan and upload the document or copy the document for future
into the P s 1-9 file. Please choose which option you will use:

into the ployee’s 1-9 file. Please choose which option you will use:

© Scan and Upload Now _ Scan and Upload Now

Permanent Resident Card or Alien Registration Receipt Card (Form 1-551)

@ Scan and Upload Later

Scan the document and upload the file. File must be in TIFF, GIF, PNG, JPEG or TIFF format and
no larger than 1.5 MB.

|| Browse. |

Scan and Upload Later

-

——— e e ———
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The E-Verify Process for Manual Entries or Existing Employees
A Manual E-Verify process is also available in XpressHR 4.7 and can be invoked two for reasons:

= To complete an E-Verify process for an employee who has completed a Form I-9 outside the XpressHR application.
= An existing employee who is assigned to a federal contract with a FARS clause

Initial Verification English |

Manual E-Verify Process

The manual E-Verify process can only be used for new hires that were onboarded outside of
XpressHR, or for existing employees who must be e-verified because they are now associated with
a federal contract with a FARS clause. In order to use this process you must have a completed
Form I-9 - either paper or electronic.

Please select the reason you are using the manual E-Verify process: *

© This is a new hire that was onboarded outside of XpressHR.

() This is an existing employee who must be e-verified because he/she is now associated
vith a federal contract with a FARS clause.

Do you have a signed Form I-9 for this new hire? © Yes @ No *

If your XpressHR application has been configured with
this functionality:

1. Navigate to Process and Select the E-Verify tab.

2. Review the E-Verify process information at the
top of the panel and select the appropriate
category.

3. Click the NEXT button.

XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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The E-Verify Process for Manual Entries or Existing Employees
Completing an E-Verify process for an employee who has completed a Form |-9 outside the XpressHR application.

Initial Verification English Initial Verification English AMY ARLINGTON

Welcome to the Manual E-Verify Process Paper Form I-9 Document Upload
Enter the employee information from the Form I-9: You can either scan and upload the Form I-9 or copy the document for future uploading into the
employee's I-9 file. Please choose which option you will use:
First Name: IAMY I
© sc d Upload N
Middle Initial: PR
Last Name: |ARLINGT0N I ) Scan and Upload Later
Maiden Name: [RVING |
Social Security Number: 232-41-2432

Date of Birth (mm/dd/yyyy): |12/12/1980

Is the new hire a remote

employee? Oves © N“

1. Enter the employee information from the Form I-9

2. Click the NEXT button.

3. Select the appropriate Scan and Upload button to upload the document.

4. Click NEXT to continue entering information from the Form I-9.

XPRESSHR 4.7 WITH E-VERIFY v21 KMS CONFIDENTIAL
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The E-Verify Process for Manual Entries or Existing Employees

Completing an E-Verify process for an employee who has completed a Form |-9 outside the XpressHR application.

Initial Verification English AMY ARLINGTON Initial Verification
i ¥ Last Name: ARLINGTON First Name: AMY
Review Employee Information from Form I-9:

Middle Initial: R Maiden Name: SMITH
Social Si il Dat f Birth

Start Date (mm/dd/yyyy): |01/22/2011 N;"r;‘aberf‘“"ty 231-23-1231 (;:/"ddl;m): 12/12/1980
Hire Date o ‘ " Citizen of the United

Citizenship Status: Citizen of the United States - (mm/dd/yyyy): 1i22/2017 clizaiship Statusss aeine

Alien Number: 194 Number:

Document Type:
Unexpired U.S. Passport or U.S. Passpart Card

Unexpired U.S.
Passport or U.S.
Passport Card

Doc. Expiration Date 12/12/2012

Document Type: (mm/dd/: ):

Passport #: C34593845 Passport #: C34593845
Doc. Expiration Date
(mm/dd/yyyy): 12/12/2012'

3. Review the Initial Verification
panel and click the SUBMIT
INITIAL VERIFICATION button to
submit the case to the E-Verify

1. Enter the Start Date, Citizen Status,
Documents Type, Document

Numbers and Expiration Dates. program. | .
2 (i nt [ 24 s, | 4. Follow the steps required when
scpest | Neur ] the Initial Verification statement
—J

is returned.
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E-Verify for Federal Contractors
For clients who are federal contractors with an E-Verify clause, XpressHR now features a standardized E-Verify

process to streamline the input and easy upload of Form I-9 information for existing employees.

Manual E-Verify Process

The manual E-Verify process can only be used for new hires that were onboarded outside of
XpressHR, or for existing employees who must be e-verified because they are now associated with
a federal contract with a FARS clause. In order to use this process you must have a completed
Form I-9 - either paper or electronic.

If your XpressHR application has been

Please select the reason you are using the manual E-Verify process: COnﬁgu red With thiS fu nCtiona I ity:
) This is a new hire that was onboarded outside of XpressHR.

@) This i isti | wh t be e-verified b he/she i iated g

i e s i e D e 1. Navigate to Process and Select the

E-Verify tab.

Do you have a signed Form I-9 for this new hire? © Yeg @ No

2. Review the E-Verify process
information at the top of the panel
and select the appropriate category.

3. Click the NEXT button.

Gioe
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E-Verify for Federal Contractors
For clients who are federal contractors with an E-Verify clause, XpressHR now features a standardized E-Verify

process to streamline the input and easy upload of Form I-9 information for existing employees.

£ E-Verlfy -- Webpage Dizlog ==
| €| http://localhost:8080/XPressHR47/ModalFrame.aspx |

SOFTWARE COMPANY

Initial Verification

Employers will be asked to confirm . _
Welcome to the FARS Existing Employee E-Verify Process
that they a re a Fede ra I Co ntra ctor Th_e purpose of the IfARS Existing Employee E-Verify Process is_tl) allow you to E-Verify
eglstlng employees if you a Federal Contractor who must Ef\{erlfy employees associated
with a FAR E-Verify clause and Complated Form 16 either papér or slectronte o (IS Process youmusthave 2
Whether a FO rm |-9 has been Are you a Federal Contracter E-Verifying existing employees under the FARS clause? () Yes @ No
completed for the Employee. e o e e criting emolovee.

http://localhost:B080/XPressHR4T/ModalFrami € Internet | Protected Mode: On
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E-Verify for Federal Contractors

Employers will be asked to confirm that they are a Federal Contractor with
a FAR E-Verify clause and whether a Form 1-9 has been completed for the
Employee. If the answer to each of the questions posed is “yes,” the
employer will be presented with panels to provide the required I-9

information; scan and upload the Form [-9; and invoke the E-Verify process.

. E-Verify - Webpage Dialog =
[@] https/tocalnost 3080 xPressHRaTModslFrame.aspx

SOFTWARE COMPANY

Initial Verification

Welcome to the FARS Existing Employee E-Verify Process

The purpose of the FARS Existing Employee E-Verify Process is to allow you to E-Verify
existing employees if you a Federal Contractor who must E-Verify employees associated
with a federal contract with a FARS clause. In order to use this process you must have a
completed Form I-9 - either paper or electronic.

Are you a Federal Contracter E-Verifying existing employees under the FARS clause? @ Yes C) No
Do you have a completed Form -9 for the employee? ©) Yes @ No
You must have a completed and signed Form I-9 to E-Verify and Employee.

Correct your answer, or click Close and go to the 1-9 Verification tab te create an
electronic 1-9.

hitp://loc €D Intemet | Protected Mode: On
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= —
@ E-Verify -- Webpage Dialog

‘ £ http://localhost:8080/XPressHR47/ModalFrame.aspx

SOFTWARE COMPANY

Initial Verification

Welcome to the FARS Existing Employee E-Verify Process

The purpose of the FARS Existing Employee E-Verify Process is to allow you to E-Verify
existing employees if you a Federal Contractor who must E-Verify employees associated
with a federal contract with a FARS clause. In order to use this process you must have a
completed Form I-9 - either paper or electronic.

Are you a Federal Contractor E-Verifying existing employees under the FARS clause? @ Yes (O No

Do you have a completed Form I-9 for the employee? @ yes ) No

Enter the employee information from the Form I-9:

First Name:

|
Middle Tnitial: []

|

|

Last Name:

Maiden Name:

Social Security Number: l:l
(mm/dd/yyyy):

hitp://localhost:8080/XPressHR47/ModalFram: € Internet | Protected Mode: On
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XpressHR 4.7 | QA Testing Guidelines

What and How to Test

% Test all new features and functionality outlined in this document.

%+ To prepare for a photo upload, snag or scan a picture of a person and save it as .GIF file that is no larger than
1.5 Mb.

% Loginto your QA environment. The QA url always begins this way:
https://da.online-onboarding/[yourcompanysitename]

% Use the SSN numbering sequence on the following pages to display the various E-Verify statements.
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XpressHR 4.7 | QA Testing Guidelines

« Process a new hire the way you normally do. The test account uses an Everify Mock Service, so you will not create real
E-Verify cases.

% The mock service is SSN-driven with the 6™ digit of the SSN triggering various results. Use these sample SSNs to test
E-Verify v21 new features:

" 111-11-1111 — Toreturn an EMPLOYMENT AUTHORIZED statement

= 111-11-0111 - To return a PHOTO MATCHING required statement

" 111-11-2111 — Toreturn a SSA RE-VERIFY statement

" 111-11-3111 - Toreturn a SSA RE-VERIFY — DHS RE-VERIFY

" 111-11-4111 - Toreturn a SSA RE-VERIFY — DHS RE-VERIFY — CONFIRM PHOTO

" 111-11-5111 - Toreturn a SSA RE-VERIFY — CONFIRM PHOTO

= 111-11-6111 - Toreturn a DHS RE-VERIFY statement (please select Lawful Permanent Resident, not US Citizen as
Citizenship status)

" 111-11-7111 - Toreturn a DHS RE-VERIFY — SSA RE-VERIFY

" 111-11-8111 - To return a DHS RE-VERIFY — SSA RE-VERIFY — CONFIRM PHOTO

" 111-11-9111 - To return a DHS RE-VERIFY— CONFIRM PHOTO

. 511-11-1111 — Toreturn a DHS TENTATIVE NONCONFIRMATION statement on Initial Verification

Please note citizenship status does not apply (in testing only) when the 6t digit in the SSN triggers a photo matching
result. For example, if you select U.S. Citizen, and use the SSN 111-11-9111 the photo matching will still trigger.
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XpressHR 4.7 | Where and How to Get Support

Call Center Support | Client Services Representatives: Melonie Towell and Phyllis Wilsie

*  First Line of support for all system issues

*  Enter an entry to the NetSuite System (preferred)

*  Email: support@kmssoftware.com

* Telephone: 323.935.5300 x 5843

* Allservice issues reported or received are assigned a severity level

)
A X4

P1/ Emergency: This type of issue/problem adversely impacts business significantly, rendering the
application non-functional. This type of issue is immediately addressed.

< P2/ High: This type of issue/problem adversely impacts your business significantly and severely limits
operations of the application.

< P3/ Medium: This type of issue/problem disrupts the operations of the application, however a work
around (temporary fix) has been identified.

< P4/ Low: This type of issue/problem requires technical attention, but there is no visible disruption to the
operations of the Software.
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XpressHR 4.7 | Where and How to Get Support

Call Center Support | Client Services Representatives: Melonie Towell and Phyllis Wilsie

e After severity level is defined the service request ticket is sent to appropriate KMS contact:

— P1/P2: Technical Support Resource
— P3: Account Management
— P4: Product Development

*  Afteryour ticket is entered you will receive an email from support advising that your ticket is being
addressed.

— P1items: strive to resolve same day if possible
— P2 items: strive to resolve within 72 hours if possible
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XpressHR 4.7 | Where and How to Get Support

To Expedite your Support Issues

=  When important information is not included in your entry it slows down the process.
=  To expedite your support issues include the following information in your entry:
— Oneissue per entry. Add any questions or responses to the original entry.
— In the subject line of your entry/email include your account name and a brief description of the issue.

In the Body of your Entry Include

=  Adetailed description of the issue.

=  Where in the process did the issue happen?

=  Step by step information just prior to the issue occurring including the last action before the issue occurred.
=  When did the issue occur?

= |Istheissue still occurring or is it a onetime issue?

=  Add any names of persons who are part of the issue.

= |f possible please provide a screen shot.
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Thank Youl

Questions?

E-Mail Us!

support@kmssoftware.com


mailto:support@kmssoftware.com

