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E-Verify Details

What is E-Verify?

»  E-Verify is an Internet-based system that compares information from an employee's Form 1-9,
Employment Eligibility Verification, to data from U.S. Department of Homeland Security and Social
Security Administration records to confirm employment eligibility. The Immigration Affidavit, sometimes
referred to as an E-Verify Affidavit, is a form required as specified below. E-Verify registration can be
completed at the Federal Government E-Verify Website. www.e-verify.gov

Under what circumstances is an E-Verify affidavit needed?

«  Effective September 16, 2013 an immigration or E-Verify affidavit is required for all transactions when
any labor or services ("the physical performance of services") greater than $2,499.99 are procured or
contracted. The affidavit must be obtained prior to the service being contracted for or procured, except
in the case of emergency repairs or services. A contract can be a formal written agreement, an order
form, a purchase order, or a verbal contract for services. The Immigration / E-Verify affidavit
requirement applies to contractors as well as any subcontractors the contractor may use. /\]

UNIVERSITY SYSTEM
OF GEORGIA



https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.e-verify.gov%2Femployers%2Fenrolling-in-e-verify&data=04%7C01%7CTeresa.Page%40usg.edu%7C6a233d4d828642e3691b08da17d73c95%7C4711f877fb3a4f11aaab3c496800c23d%7C0%7C0%7C637848510440997659%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=Oj9jIyLQepE5CmLRl3x2B%2BYeuMxqlY9O0beBXu1fJ2M%3D&reserved=0
http://www.e-verify.gov/

E-Verify Details

What is the definition of the “physical performance of services”?

The Georgia Security and Immigration Compliance Act (O.C.G.A. 13-10-91) broadly defines the
physical performance of services as any performance of labor or services for a public employer using
a bidding process or by contract wherein the labor or services exceeds $2,499.99. If you have
additional questions about this topic, please contact the USG Procurement Staff.

How often do we need to get the affidavits? If the vendor is
performing multiple jobs on campus will an affidavit be needed for

each job?

An Immigration / E-Verify affidavit is required for every contract, job, and/or purchase order when labor
or services greater than $2,499.99 are procured.
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E-Verify Details

Where can | find the proper Georgia E-Verify affidavit forms?

. https://www.audits2.ga.gov/resources/other/immigration/

Is the E-Verify number different than the Tax ldentification
Number?

Yes, a Tax Identification Number (9 numerical digits in length) is a number assigned by the Internal
Revenue Service or Social Security Administration and is used for tax purposes. An E-Verify number

(5 to 7 numerical digits in length) is a number assigned by the Department of Homeland Security and
is used to verify employee eligibility and contains no letters or dashes.
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https://www.audits2.ga.gov/resources/other/immigration/

E-Verify Details

If a vendor has no employees, do they need to fill out this
affidavit?

« 0.C.G.A. 13-10-91 allows for contractors to submit a driver's license in lieu of the affidavit if they have
no employees. Please note that the driver's license must be issued by a state within the United States
that verifies lawful immigration status prior to issuing the driver's license (Georgia drivers license are
therefore acceptable). States that verify immigration status prior to the issuance of a driver's

license (PDF)
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flaw.georgia.gov%2Fsites%2Flaw.georgia.gov%2Ffiles%2Frelated_files%2Fsite_page%2FList%2520of%2520States.pdf&data=04%7C01%7CTeresa.Page%40usg.edu%7C6a233d4d828642e3691b08da17d73c95%7C4711f877fb3a4f11aaab3c496800c23d%7C0%7C0%7C637848510440997659%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=%2B5tscbr81ZcBLzWG19O2V07iqLcOpn9LDbmS3xk3VT8%3D&reserved=0

E-Verify Details

Does the E-Verify requirement apply to work performed in a
foreign country or foreign groups / individuals who do not have
any employees that are U.S. citizens?

*  No. The E-Verify requirement does not apply to work being performed outside of the United States or
to foreign individuals/groups with no employees that are United States citizens who will be performing
services for or at an Institution.

*  *Professional Services are limited to those services defined by the statute as a "profession” or
"professional service". For example, the following services are statutorily defined as "professions” or
"professional services": certified public accountancy, actuarial services, architecture, landscape
architecture, registered interior designers, licensed or accredited structural pest controllers, chiropractic,
dentistry "professional engineering, podiatry, pharmacy, veterinary medicine, registered professional
nursing, harbor piloting, land surveying, law, psychology, medicine and surgery, optometry and osteopathy.
This also applies to guest speakers or artist that perform at an Institution.
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E-Verify Details

Jim Barnaby submitted a change request for this functionality.

The requirement to add eVerify information only applies for labor services $2500 or greater and
there is no requirement to add this information at the time of supplier onboarding.

Currently, USQO gathers eVerify information in a manual process that is required once a year for
the Department of Audits.

USO is adding eVerify information entry functionality to purchase orders. This change will:
— Align with compliance requirements prior to writing the PO/Contract.
— Streamline annual immigration processing by making it available across the USG system, saving
many hours of manual work.
— Provide transparency for audits and accurate reporting when applying eVerify to purchase orders.

This is modeled after functionality DOAS has introduced in their instance of PeopleSoft.
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E-Verify Functionality Details

REL 5.74 & 1.44 (GAFIRST & AU)

» eVerify functionality added to Maintain POs page
& Express Purchase Orders page.

— Navigation:
« Purchasing > Purchase Orders > Add/Update POs.
« Purchasing > Purchase Orders > Add/Update Express POs.

— Service PO drop down option
— eVerify Details link
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E-Verify Functionality Details

{ Employee Self Service Add/Update POs

Maintain Purchase Order
Purchase Order

Business Unit 98000 PO Status  Initial
POID NEXT Budget Status  \,; chikd
Copy From v UJ Hold From Further Processin
¥ Header ®
“PO Date | 04/11/2022 Supplier Search Doc Tol Status Valid
*Supplier “ Q ‘ Supplier Details
Q Receipt Status Not Recvd
*Supplier ID
Priorit Medium v
: Q !
Buyer
*Dispatch Method h
PO Reference
, o Amount Summary @
Header Details Activity Summary *Service PO No v
PO Defaults Add Comments ervice Merchandise 0.00
PO Activities Add ShipTo Comments eVerify Details ) ) SR
¥ Actions fy Freight/Tax/Misc. 0.00 ? /\]
Total Amount 0.00 USD ey
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E-Verity Functionality Details

Service PO field:
 Must select N/A, No, or Yes.
 N: PO is not for a service
« Y: PO s for a service greater than or equal to $2500
« NJ/A: PO is for a service, but is below $2500 OR is a service PO greater than or equal
to $2500 but is exempt from reporting.
« If N/A or No is selected, no further action needed.
» If Yes is selected, must also select eVerify Details link to add additional information.
» |f user does not add the additional information, message below will be received when
PO is saved. .

\endor Exempt is required on eVerify page (27999,71)

» Select OK and then proceed to selecting the eVerify Details link to enter the reqmredg_\
information. g ;
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E-Verify Functionality Details

Business Unit 98000

eVerify Details

eVerify Details

POID NEXT

Vendor Exempt

hd Date of Contract

eVerify Number

Comments

B Contract ID

Service Amount

-

Refresh
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E-Verify Functionality Details

eVerify Details:
« Vendor Exempt field
* Must select Yes or No

» If a user selects No, must also enter eVerify Number, Contract ID, Date of Contract, and
Service Amount or will receive below message:

eVerify Number, Contract ID, Date of Contract and Service Amount are required (27999 70)

Lo

« Contract ID can be manually entered, or selected if using Procurement Contracts.
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E-Verify Functionality Details

eVerify Details:
« |f a user selects Yes, must also enter Contract ID, Date of Contract, Service Amount and
Comments or will receive below message:

Contract ID, Date of Contract, Service Amount and Comment are reguired (27999 72)

o< ]

» Contract ID can be manually entered, or selected if using Procurement Contracts.
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E-Verify Details

* |ITS will be updating Business Processes:
— PO _020 100 — Adding/Updating a PO Online
— PO_020 110 — Adding/Updating an Express PO

« |ITS will deliver a new BOR query to be used with
reporting eVerify Information
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E-Verify Details

eVerify Affidavit should be attached using the PO Header
comment.

Maintain Purchase Order
Purchase Order

Business Unit 28000 PO Status  Initial

POID NEXT Budget Status gt Cchid
Copy From v [J Hold From Further Processing
¥ Header (%)
*PO Date 04/26/2022 Supp“er Search Doc Tol Status Valid
“Supplier || Q ] Supplier Details
Q Receipt Status Not Recvd
*Supplier ID
Q Priority | Medium v
*Buyer wspears Spears,Wendy D
*Dispatch Method hd Dispatch
PO Reference

Header Details Amount Summary (®

* i No
PO Defaults Service PO Merchandise 0.00 —
PO Activities Verify Detail alculate
¥ Actions everily Detalls Freight/Tax/Misc. 0.00 l
Total Amount 000 USD AN
Add Items From @ 3, UL | J
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E-Verify UAT information

 UAT (User Acceptance Testing) session scheduled for
tomorrow, Wendesday 4/27/22 at 9am.

« UAT will allow users to test the functionality at their
own pace between 4/27/22 and 4/29/22.

 |nstitutions will be asked to complete a few specific
scenarios and return the UAT sign-off form to ITS.
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ePro & Purchasing Month-End Process

Checklist
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19

ePro & Purchasing Month-End Process Checklist

Checklist is available on our website:
— https://www.usg.edu/gafirst-fin

— Documentation > Documentation Index > Purchasing OR
eProcurement > Job Aids and Reference Documents section.
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https://www.usg.edu/gafirst-fin

20

GEORGIAFIRST

Administrative and Fiscal Affairs Division

Purchasing

Downtime Calendar

BUSINESS PROCESSES
Announcements

Documentation Index ACTIVE KNOWN ISSUES

Chart of Accounts and Fiscal
Year End JOB AIDS AND REFERENCE DOCUMENTS

Known |ssues +
o How to Apply Quotes within the B&H Punchout -

o ePro & Purchasing Month-End Process Checklist
o Creating a PO Signature File for PSFIN Signature Upload -

Releases +

o PO Open Encumbrance Dashboard Setup -

o Using the PO Distribution Worksheet -

Training + o Buyer Mass Change /-

o Mapping of v8.9 to v9.2 Reports & Queries for ePro and Purchasing A

Project Information

Model Change Request o Job Aid for Encumbering Funds for Contract Renewals 4~
Information
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