
 

Form I-9 Processing 

Federal law requires employers to hire only persons who legally may work in the United States.  The I-9 form was 

developed for that reason and a form must be completed by a new employee (including student workers and other 

casual employees) within three (3) business days of employment or the employee must be terminated. 

 

The B/P/P System allows for the verification of the form as well as an electronic notification to payroll.  The fields 

in the Personnel File for each employee are: 

 

I-9 Valid Flag/Expiration Date (101 screen)  

 The flag will default to N when a record is built in the Personnel File for a new employee.  These fields will appear 

on the current Personnel Maintenance Screen 101, but only the date can be update here. Updates to the I-9 flag must 

take place on Screen 612 that was designed specifically for this purpose.  This is a security measure, as the I-9 field 

is extremely critical in meeting federal employment verification standards and the ability to update this field is more 

restrictive. 

 

I-9 User ID/DATE (611 screen) 

 This screen contains the I-9 Status of the employee including the I-9 expiration date, date of birth as well as the 

original and current employment dates.  Also displayed is the USERID of the individual who updated the flag and 

the date that it was done.  

 

I-9 Update (612 screen) 

This screen is used to actually update the I-9 Valid Flag and optionally, the expiration date, in the Personnel File.  

Multiple employees may be entered at the same time. 

 

Whenever a new employee is added to the Personnel File, the I-9 Valid Flag will default to N.  Upon receipt of the I-

9 form and following verification that the information is accurate and complete, the flag may be changed to a Y via 

the 612 screen.  The date the flag was changed can be more than three (3) business days following the date of 

employment but the date on the I-9 form must be within the required three day period. 

 

The payroll calculation process (Pay Calc) incorporates edits utilizing the I-9 valid flag.  The permission-to-pay 

(P2PAY) process will include an edit that will identify individuals with a record on the payroll who have an I-9 valid 

flag equal to N.  These employees will be reported on the error report with an appropriate message that includes the 

fact that the person will not be paid.  This will alert the payroll office to verify that a valid I-9 form has been 

received and to have the flag updated prior to processing the payroll.  

 

An employee transferring from one A&M System member to another need not have the  

I-9 flag reset, since the verification process will have already taken place. 

http://www.tamus.edu/assets/files/bpp/pdf/screens/101.pdf
http://www.tamus.edu/assets/files/bpp/pdf/screens/611.pdf
http://www.tamus.edu/assets/files/bpp/pdf/screens/612.pdf

