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The following guide provides information for new employees using the South Carolina DHEC e-
Forms Onboarding application to complete New Employee paperwork. e-Forms Onboarding
allows new employees to complete their documents electronically, allows the onboarding
process activities to be tracked throughout the process for greater visibility, reduces errors and
duplication in completing paper documents, and retains security and confidentiality of
submitted information.

DHEC Upload Supporting Documents

(m] DHEC Upload Supporting Documents

When all necessary forms have been completed, click DHEC Upload Supporting Documents.
Please review the Supporting Documents Information; it will provide you with a list of all
supporting documents that need to be uploaded and sent to your Human Resources
Representative.

DHEC Office Usa Orly

Employee Onboarding ID

Supporting Documents Upload

Wadhec
Ijanedoe@yahoo,com |

Form was submitted to Office of Human Resources
Email Address

Supporting Documents Information

General

Driver License
Please use the following format to name your attachment: DLCard-LastName-FirstName.JPG or DLCard-LastName-FirstName PDF
Example: DLCard-Doz-Joe.JPG or DLCard-Doz-Joe PDF

Social Security Card (signed)
Please use the following format to name your attachment: SNCard-LastName-FirstName.JFG or SNCard-LastName-FirstName.PDF
Example: SNCard-Dos-Joz.JPG or SNCard-Doe-Joe POF

Headshot Photo for an 1D Badge
(Please send 3 professional headshot picture with no white background for your |D Badge. The picture needs 1o be JPEG formatid with no images/objects in
the background.)

Please use the following format to name your attachment : BadgePhoto-LastName-FirstName. JPG
Example: BadgePhoto-Doz-Joe JFG
1-8 Form
Emolovees mav oresent one selection from List A or 3 combination of one selection from List 8 and one selection from List C.
LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selecton from List A
or a combination of one selection from List B and one selection from List C

LISTA LsSTB USTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization

Employment Authorization oR AND

U.S. Passport or U.S. Passport Card
Permanent Resident Card or Allen
Registration Receipt Card (Form -551)|

Foreign passport that containg a
temporary 1-551 stamp or temporary
1-£51 printed notation on 3 machine-
readable mmmigrant visa

Driver's icense or ID card issued by 3
State of outlying possession of the
United States provided t contains 3
photograph of information such as
name, date of birth. gender. height. eye
color, and address

Employment Authorzaton Document
that contains & photograph (Form
1-700)

Do

d by federal, state or loca
o sgencies or entites.
provided it sontains a photograph or
information such as name, date of birth
gender. height. eye color, and address

1. A Social Security Account Number
card, unless e card incudes one of
the following restncsons:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
NS AUTHORIZATION

(2) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

For a nonmmigrant aben suthorized
1o work for a speesic employer
because of s or her status
3. Foreign passport; and
b. Form 1-64 or Form 1-84A that has
the followng
(1) The same name a3 the passport]
ang

confict with any reswrictions or
tmitatons identified on the form

School ID card with & photograph

Voter's registirason oarg

U.S. Miitary card or draft record

Military dependent's ID card

Z Cenwation of repor of birth issued

3. Original or certified copy of birth

certificate ssuad by 3 State.
county, municipal suthority. o
temtory of the United States
bearing an officisl seal

R

U.S. Coast Guard Merchant Mariner
Card

G

Native American tribal document

Driver's ficense issued by 3 Canadian
government authonty

Passport from the Federated States of

the Marshal islsnds (RMI
1-64 or Form 1-G4A indicating
nonimmagrant sdmission under the
Compact of Free Associaton Betwesn
the United States and the FSM or RMI

For persons under age 18 who are

unable to present a document
listed above:

10

School record or report card

"

Clirve. doctor, or hospital recard

12

Day-care o mursery school recerd

6 I Cad for Use of
n in the United

7. Employment authorization
socument issued by he
Department of Homeland Security

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer 1o the instructions for more information about acceptable receipts



https://apps.dhec.sc.gov/Agency/OHRExternal

PEEA Retirement Enrollment Form
Employees should uplead 3 complete POF file for 2ach of the form (if appliscble) below:

[] PEBAForm 1100

Flease use the following format to name your attachment: PEBA-1100-LastName-FirstName. FOF
Example: FEBA-1100-0oe-Joe POF

[] PEBAForm 1102
Flease uss the following format to name your atachment: PEBA-1102-Lasthame-FirstMame POF
Example: FEEA-1102-0oe-Joe POF

] PEBA Form 1104

Flease use the following format to name your attiachment: PEBA-1104-LastName-FirstMame. FOF
Example: FEBA-1104-Doe-Joe POF

[] PEBAForm 1108
Flzase us= the following format to name your atachment: PEBA-1108-LastName-Firstams POF
Example: PEBA-1105-0oe-Joe POF

: ‘erification of Completing an Online Vendor's Application (if selected the State ORP Plan)

Plzase us= the following format to name your atachment: PEBA-Vendor-LastName-Firsthlame PDF
Example: FEBA-Vendor-Dos-Joe FOF

Secure Document Upload
Flease upload supporting documents.

Documents already submitted to OHR.
Mote:Documents already submitted can't be removed. Dhec Office of Human Resources will have to remove the document
during the final cnboarding phase.

2021 Retirement Enrollment 1100 form |

Send Form te Human Resources W

Click Add to upload the supporting documents. Once all documents are uploaded and you are
ready to submit them to Human Resources, click Submit.





