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New Hire Data Input Form

Employee Section

Client:

First Name: MI: Last Name:

Social Security Number: Date of Birth:

Address: City: State: Zip:      

Mailing Address: City: State: Zip:

Personal E-Mail Address: Work E-Mail Address:

Home Number: Cell Phone:

Sex: c Male    c Female Vet Status (optional):

Marital Status: c Single   c Married   c Divorced

Race: c Caucasian    c African-American/Black   c Hispanic/Latino   c American Indian/Alaskan Native

c Asian    c Two or More Races   c Native Hawaiian/Pacific   c Other/Opt Out

Emergency Contact Name:

Relationship: Emergency Contact Phone:

Vensure has entered into a service agreement with your present employer. This agreement enables Vensure to become 
your co-employer. Please be advised that your status with Vensure is contingent upon continued payment of fees for 
services rendered by your present employer. In the unlikely event that your present employer fails to render payment to 
Vensure, your status with Vensure will be automatically terminated. Vensure is under no obligation to inform you should 
such an event occur.

Are you subject to wage assignment order pursuant to section 25-504, 25-505, 25-323, or 25-25-323.01 to provide 

child support; or any other garnishment order?   c Yes    c No

(Initial) I certify that all answers given by me to the foregoing questions and statements are true and 
correct without consequential omissions of any kind whatsoever.

Client Section

Job Title: Pay Period: c Weekly  c Bi-weekly  c Semi

Job Description: Pay Type: c Hourly  c Salary   c Commission c Piece

Original Hire Date (MM/DD/YYYY): Salary: c Exempt   c Non-Exempt

Vensure Hire Date (MM/DD/YYYY): Pay Rate:  c Primary  c #2  c #3   c #4

Department: Amount: $

Division: Status (Full/Part-Time/Seasonal/Temp):

Location: Workers’ Comp Code:

Pay Group W2
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Employment Eligibility Verification 
Department of Homeland Security 

U.S. Citizenship and Immigration Services 

USCIS 
Form I-9

OMB No.1615-0047 
Expires 07/31/2026 

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for 
failing to comply with the requirements for completing this form. See below and the Instructions. 
ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form I-9. Employers cannot ask 
employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or 
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal. 

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form I-9 no later than the first 
day of employment, but not before accepting a job offer. 
Last Name (Family Name) First Name (Given Name) Middle Initial (if any) Other Last Names Used (if any) 

Address (Street Number and Name) Apt. Number (if any) City or Town State ZIP Code 

Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's Email Address Employee's Telephone Number 

I am aware that federal law 
provides for imprisonment and/or
fines for false statements, or the 
use of false documents, in 
connection with the completion of
this form. I attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or
immigration status, is true and 
correct. 

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.): 

1. A citizen of the United States 

2. A noncitizen national of the United States (See Instructions.) 

3. A lawful permanent resident (Enter USCIS or A-Number.) 

4. A noncitizen (other than Item Numbers 2. and 3. above) authorized to work until (exp. date, if any) 

If you check Item Number 4., enter one of these: 
USCIS A-Number 

OR 
Form I-94 Admission Number 

OR 
Foreign Passport Number and Country of Issuance 

Signature of Employee Today's Date (mm/dd/yyyy) 

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3. 

 Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three 
business days after the employee's first day of employment, and must physically examine, or examine consistent with an alternative procedure 
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional 
documentation in the Additional Information box; see Instructions. 

List A OR List B AND List C 

Document Title 1 

Issuing Authority 

Document Number (if any) 

Expiration Date (if any) 

Document Title 2 (if any) Additional Information 

Issuing Authority 

Check here if you used an alternative procedure authorized by DHS to examine documents.     

Document Number (if any) 

Expiration Date (if any) 

Document Title 3 (if any) 

Issuing Authority 

Document Number (if any) 

Expiration Date (if any) 

Certification: I attest, under penalty of perjury, that (1) I have examined the documentation presented by the above-named 
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the 
best of my knowledge, the employee is authorized to work in the United States. 

First Day of Employment 
(mm/dd/yyyy): 

Last Name, First Name and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) 

Employer's Business or Organization Name Employer's Business or Organization Address, City or Town, State, ZIP Code 

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4. 
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LISTS OF ACCEPTABLE DOCUMENTS 
All documents containing an expiration date must be unexpired. 

* Documents extended by the issuing authority are considered unexpired.
Employees may present one selection from List A or a

combination of one selection from List B and one selection from List C.
Examples of many of these documents appear in the Handbook for Employers (M-274). 

LIST A 
Documents that Establish Both Identity 

and Employment Authorization OR 

LIST B 

Documents that Establish Identity 

LIST C 
Documents that Establish Employment

Authorization AND 

1. U.S. Passport or U.S. Passport Card 1. Driver's license or ID card issued by a State or
outlying possession of the United States
provided it contains a photograph or
information such as name, date of birth,
gender, height, eye color, and address

1. A Social Security Account Number card,
unless the card includes one of the following
restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

2. Permanent Resident Card or Alien
Registration Receipt Card (Form I-551)

3. Foreign passport that contains a
temporary I-551 stamp or temporary
I-551 printed notation on a machine-
readable immigrant visa

2. ID card issued by federal, state or local
government agencies or entities, provided it
contains a photograph or information such as
name, date of birth, gender, height, eye color,
and address

4. Employment Authorization Document
that contains a photograph (Form I-766) 2. Certification of report of birth issued by the

Department of State (Forms DS-1350,
FS-545, FS-240)

3. School ID card with a photograph5. For an individual temporarily authorized
to work for a specific employer because
of his or her status or parole:

a. Foreign passport; and

b. Form I-94 or Form I-94A that has
the following:

(1) The same name as the
passport; and

(2) An endorsement of the
individual's status or parole as
long as that period of
endorsement has not yet
expired and the proposed
employment is not in conflict
with any restrictions or
limitations identified on the form.

4. Voter's registration card 3. Original or certified copy of birth certificate
issued by a State, county, municipal
authority, or territory of the United States
bearing an official seal

5. U.S. Military card or draft record

6. Military dependent's ID card
4. Native American tribal document

7. U.S. Coast Guard Merchant Mariner Card
5. U.S. Citizen ID Card (Form I-197)

8. Native American tribal document
6. Identification Card for Use of Resident

Citizen in the United States (Form I-179)9. Driver's license issued by a Canadian
government authority

7. Employment authorization document
issued by the Department of Homeland
Security

For examples, see Section 7 and
Section 13 of the M-274 on
uscis.gov/i-9-central.

The Form I-766, Employment
Authorization Document, is a List A, Item
Number 4. document, not a List C
document.

For persons under age 18 who are 
unable to present a document 

listed above: 
10. School record or report card

6. Passport from the Federated States of
Micronesia (FSM) or the Republic of the
Marshall Islands (RMI) with Form I-94 or
Form I-94A indicating nonimmigrant
admission under the Compact of Free
Association Between the United States
and the FSM or RMI

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

Acceptable Receipts 
May be presented in lieu of a document listed above for a temporary period. 

For receipt validity dates, see the M-274. 

● Receipt for a replacement of a lost,
stolen, or damaged List A document.

● Form I-94 issued to a lawful
permanent resident that contains an
I-551 stamp and a photograph of the
individual.

● Form I-94 with “RE” notation or
refugee stamp issued to a refugee.

OR 
Receipt for a replacement of a lost, stolen, or 
damaged List B document. 

Receipt for a replacement of a lost, stolen, or 
damaged List C document. 

*Refer to the Employment Authorization Extensions page on I-9 Central for more information.
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Direct Deposit Form

Name: Client/Employer Name:

Phone: Email: SSN (last 4 digits):  

Action Requested (Check One):            c Start Direct Deposit       c Stop Direct Deposit   

c Change (add/delete a bank, increase/decrease fixed amount or select a new bank account

Effective Date:      c As Soon As Possible     c Future Pay Date:

Bank Name: 

Routing #:                                                                  Account #: c Checking    c Savings

Check Only One Box:   c Deposit any balance of net pay to this account    c Full deposit  

c Fixed amount or percent $                /                % 

If depositing more than (1) bank, you must choose one balance account.

Bank Name:  

Routing #:                                                                 Account #: c Checking    c Savings

Check Only One Box:   c Deposit any balance of net pay to this account    c Full deposit  

c Fixed amount or percent $                /                %

Bank Name:  

Routing #:                                                                 Account #: c Checking    c Savings

Check Only One Box:   c Deposit any balance of net pay to this account    c Full deposit  

c Fixed amount or percent $                /                %

Bank Name:  

Routing #:                                                                 Account #: c Checking    c Savings

Check Only One Box:   c Deposit any balance of net pay to this account    c Full deposit  

c Fixed amount or percent $                /                %

I authorize Vensure to deposit my net pay via direct deposit to my account(s) as indicated above. If funds to which I am not entitled are 
deposited to my account(s), I authorize Vensure to direct the financial institution(s) to return said funds. I understand that it is my responsibility 
to verify that payments have been credited to my account(s) and that Vensure assumes no liability for overdrafts for any reason. 

I understand that in the event my financial institution(s) is/are not able to deposit any electronic transfer into my account due to any 
action I take, Vensure cannot issue funds to me until the funds are returned to Vensure by my financial institution(s). I understand this 
authorization will override any previous authorization and will remain in effect until a) revoked by my written request; or b) immediately 
following my termination from employment with Vensure; or c) 120 days after my last paycheck was issued.  

I understand I must immediately notify Vensure before I close any/all account(s) listed above while this authorization is in effect. 

Employee Signature: Today’s Date:

We are pleased to offer you direct deposit. Now you can have your paycheck automatically deposited in your checking or savings 
account on payday, and you don’t have to change your present banking relationship to take advantage of this service. 

HERE’S HOW DIRECT DEPOSIT WORKS:
Once your direct deposit has been entered into our system, your account goes into pre-note status, to verify we have the correct 
account number set up. This typically takes five business days. Once verified successfully, your direct deposit becomes active.  
On payday you will receive an earnings statement showing gross salary, taxes, other deductions, and net pay. Your money will already 
have been deposited in your account(s). The amount of the deposit will appear on your bank statement. We believe you will like the 
added convenience of having your net pay automatically deposited for you. Direct deposit is safe, convenient and easy. 

ALL YOU NEED TO DO IS:
1. Mark the box next to type of account to indicate whether your net pay will be deposited in your checking or savings account.
2. Fill in your name, the name and location of your financial institution, and today’s date.
3. Attach a voided check for verification of the financial institution information. If you are unable to attach the voided check, please fill in

 your account number.           NOTE: Be sure to sign the form!
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EMPLOYEE SELF-SERVICE PORTAL QUICK REFERENCE GUIDE 

Welcome to Vfficient! This quick reference guide is designed to help users register and access 
the employee self-service portal (ESSP). From the portal, users can: 

• Update personal information

• View and reprint payroll check stubs

• Print copy of W2s

To begin, open a new browser window or tab, and navigate to

 https://vns-ep.prismhr.com/#/auth/login 

1. If the user already has a username and password, enter the appropriate information
and click ‘Log In’.

2. To register for a username and password click ‘Register’. After registering, use the
username and password you just created, and you will be taken to the ESSP.

If the user has forgotten their username or password, simply click the ‘Forgot Username’ or the 
‘Forgot Password’ link, and follow the instructions.  

https://vns-ep.prismhr.com/#/auth/login
https://vns-ep.prismhr.com/#/auth/login


800.409.8958 / info@vensure.com  / vensure.com

©2019 Vensure 

800.409.8958 / info@vensure.com / vensure.com

VFLY- EMPLOYEERELA  ©2021 Vensure

Employee Relations

Prism InstancesCommunication Expectations

Areas of Expertise

WHAT WE ASSIST WITH

› Paycheck and Deduction Inquires
and Concerns

› Garnishments

› Electronic Onboarding Reset
and Assistance

› Password Reset and Troubleshooting

› Profile Updates

Supporting clients with worksite employee’s common requests 
in all instances of Prism.

Lightsource

› Trained to Validate
Employee Prior to
Assisting

› Data Transmission is
Encrypted for Safety

› Chat/Text Features
(Coming Soon)

MULTI-CHANNEL 
COMMUNICATIONS: 

› Email
› Phone
› Chat
› Text

employeesupport@vensure.com / 866.636.2855

TASK STANDARD 
OPERATING PROCEDURES 
(SOP)

› Escalation Process and
FAQ’s Built into SOP’s

› Growing the Knowledge
to Support Need

› Employee Perks Program 
Registration

› Distribution of Employee W-2

› Stolen Identity Concerns

› Common Benefit Requests 
(Coming Soon)
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