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Welcome Our Guests

Melody Chiles
Academic Affairs HR Director
Finance and Administration, 

Academic Affairs

SME’s 
Vanessa Torices, JSOE

Liz Mondragon, Enrollment Mgmt.
Gilda Smith, VCAA

Sally Morgan
Principal Human Resources Analyst

Finance and Administration, 
Academic Affairs
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Click to enlarge the 
process map below: 

what parts Campus HR 
manages for I-9.

https://lucid.app/lucidchart/7b72d898-fe52-4da6-9011-72d47f246069/edit?viewport_loc=-1448%2C-832%2C6094%2C4097%2C0_0&invitationId=inv_5f682a66-3d79-4c89-baf6-7f6c23f74866
https://lucid.app/lucidchart/7b72d898-fe52-4da6-9011-72d47f246069/edit?viewport_loc=-1448%2C-832%2C6094%2C4097%2C0_0&invitationId=inv_5f682a66-3d79-4c89-baf6-7f6c23f74866


Click to enlarge the process map below: 

VCAA Process for I-9

https://lucid.app/lucidchart/7b72d898-fe52-4da6-9011-72d47f246069/edit?invitationId=inv_5f682a66-3d79-4c89-baf6-7f6c23f74866&page=0_0#
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Click to enlarge the 
process map below: 

Requesting I-9 Tracker 
Access for HR Contacts

https://lucid.app/lucidchart/2750fa2c-6d05-4bfb-a2f1-acec0e401795/edit?page=0_0&invitationId=inv_a5f8daf7-ff6e-4d73-9ae0-40352c0b7690#
https://lucid.app/lucidchart/2750fa2c-6d05-4bfb-a2f1-acec0e401795/edit?page=0_0&invitationId=inv_a5f8daf7-ff6e-4d73-9ae0-40352c0b7690#
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Click to enlarge the 
process map below: 

Requesting I-9 Transfer 
for Employees

https://lucid.app/lucidchart/1ccb7104-5f01-4186-84b9-fe7c5548af5f/edit?invitationId=inv_87307808-74f5-4c9e-9ff2-c35d9f5ceb2f
https://lucid.app/lucidchart/1ccb7104-5f01-4186-84b9-fe7c5548af5f/edit?invitationId=inv_87307808-74f5-4c9e-9ff2-c35d9f5ceb2f
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Click to enlarge 
the process map 

below: 

I-9 User 
Types

https://lucid.app/lucidchart/3d716e5d-bfbe-42d0-b4c8-ea549beef08a/edit?viewport_loc=52%2C-847%2C5276%2C3599%2C0_0&invitationId=inv_e8e14ec3-248b-4e0b-8904-cb2cd91741f6
https://lucid.app/lucidchart/3d716e5d-bfbe-42d0-b4c8-ea549beef08a/edit?viewport_loc=52%2C-847%2C5276%2C3599%2C0_0&invitationId=inv_e8e14ec3-248b-4e0b-8904-cb2cd91741f6
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Running Reports 
in I-9 Tracker

DEMO
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> DO NOT save the report to “SHARED 
Reports” - that is for all UC 
locations.

> Save report to “My Reports” and 
either each HRC duplicates, or one 
forwards the excel spreadsheet.

> Click “include weekends.”

> I-9 Summary internal notes are the 
notes we make. 

> FYI: Employment Status in the 
report is indicating citizenship.

Tips for Running Reports in  
Tracker > When choosing I-9 Information, 

uncheck boxes you don’t use such as:
> Appoint Sec. 2/3 Rep
> Sec 2/3 awaiting approval
> E-verify if NA

> Click “Use Current Date w/Offset & 
choose 30-120 days to be preventive.



Campus Wide Resources

● Google Folder with job aids and recordings.

● Payroll Team
○ INTER-Location(ILC)Transfers: Email campusILC@ucsd.edu for ILC questions.
○ Monthly I-9 Purge Process in Tracker: Email payrollquestions@ucsd.edu for Purge process 

questions.
○ Granting/Removing Client Administrator Access: Email payrollquestions@ucsd.edu to 

request/remove Client Administrator access. 1-3 designated individuals per VC area.
○ Request a Paper I-9: Email payrollquestions@ucsd.edu to request a copy of a paper I-9.

● ISEO Team: Email Ischolars@ucsd.edu for:
○ Assistance identifying or interpreting work authorization documents.
○ Questions on end date of work authorization.
○ Questions on grace period vs work authorization periods.
○ Discuss reverification of immigration documents.
○ If a scholar is changing their work title.
○ If a scholar is ending their appointment early. 
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RESOURCES & SUPPORT

VCAA Wide Resources
> Google Folder
> EVC Team 
>

https://drive.google.com/drive/folders/1sIAfdHUoYa8Nj3onaa5jZH0qg8ftJvmD
mailto:campusILC@ucsd.edu
mailto:payrollquestions@ucsd.edu
mailto:payrollquestions@ucsd.edu
mailto:payrollquestions@ucsd.edu
mailto:Ischolars@ucsd.edu


VCAA Support & Resources
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● VCAA Google Folder for “All Things I-9”
● Process Maps 

○ Campus HR & VCAA Managing I-9 
○ Requesting I-9 Tracker Access for HR Contacts
○ Requesting I-9 Transfer for Employees
○ User Types & Responsibilities 

● Teams Channel coming soon 
● Upcoming Pulse Check for Advanced Users in May

https://drive.google.com/drive/folders/171LvWF6DyZhXp4mQN89muvJnMRpI54Ea?usp=sharing
https://lucid.app/lucidchart/7b72d898-fe52-4da6-9011-72d47f246069/edit?viewport_loc=-5694%2C-527%2C5021%2C3375%2C0_0&invitationId=inv_5f682a66-3d79-4c89-baf6-7f6c23f74866
https://lucid.app/lucidchart/2750fa2c-6d05-4bfb-a2f1-acec0e401795/edit?viewport_loc=-1776%2C-627%2C6775%2C4554%2C0_0&invitationId=inv_a5f8daf7-ff6e-4d73-9ae0-40352c0b7690
https://lucid.app/lucidchart/1ccb7104-5f01-4186-84b9-fe7c5548af5f/edit?viewport_loc=-1685%2C-1768%2C6388%2C4294%2C0_0&invitationId=inv_87307808-74f5-4c9e-9ff2-c35d9f5ceb2f
https://lucid.app/lucidchart/3d716e5d-bfbe-42d0-b4c8-ea549beef08a/edit?viewport_loc=-1713%2C-601%2C6388%2C4294%2C0_0&invitationId=inv_e8e14ec3-248b-4e0b-8904-cb2cd91741f6
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Questions
?



Lean, Lunch & Learn Workshop

“TBD”
Have a suggestion, let us know!

Register L3 Info

https://coe.ucsd.edu/best-practices/l3-workshops.html
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10-Second Survey

● Opens upon exit in 

your browser



Ahren Crickard, Kevin Waldrop,  Kate 
Balderston

coe@ucsd.edu
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Thank You!

mailto:coe@ucsd.edu

