Disclaimer

This presentation is intended for training use only and does
not carry the force of legal opinion.

The Department of Labor is providing this information as a
public service. This information and any related materials are
presented to give the public access to information on the
Department of Labor programs. You should be aware that,
while we try to keep the information timely and accurate, there
will often be a delay between official publications of the
materials and the modification of these pages. Therefore, we
make no express or implied guarantees. The Federal Register
and the Code of Federal Regulations remain the official source
for regulatory information published by the Department of
Labor. We will make every effort to keep this information
current and to correct errors brought to our attention.
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Department of Labor: PERM Program

Section |

A€ Uploading documents to the
4 Permanent Online System

For Government Training Use Only (December 13, 2017) 5



Department of Labor: PERM Program

Upload Documents Process

The PERM Online System allows stakeholders to directly
submit documentation related to its permanent labor
certification application in the PERM Online System.

Employer Benefits:

v Reduce cost and burden to stakeholders from having to
submit documentation via U.S. mail, e-mail or facsimile;

v Streamline process of submitting PERM applications;

v' More expeditious review of PERM applications by

connecting the responsive documents directly to the
application; and

v Ensure integrity and receipt of information submitted.
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Department of Labor: PERM Program

Upload Documents Process

The employer has the opportunity to upload documents
directly into the PERM Online System , including but not
limited to the following:

v Audit Documentation (business necessity, recruitment
report, resumes, etc.);

v' Response to Supervised Recruitment letters;

v' Request for Reconsideration/Review;

v Response to Business Existence Request for Information;
v' Response to Multiple Filing Request for Information;

v' G-28 Documentation;

v Help Desk Inquiry; and

v Other responsive documents.
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Department of Labor: PERM Program

Upload Documents Process

NOTE:

Although the employer has the ability to upload documents
up to 30 calendar days after the notice of final
determination, any documentation provided must adhere to
time frames and deadlines imposed by the Department’s
notification letters and or regulatory requirements whether

submitted electronically or otherwise.
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Department of Labor: PERM Program

Upload Documents Process

v' Employer must be logged in the PERM Online System.
v' Select ‘MY APPLICATIONS' tab.

v’ Select “UPLOAD DOCUMENTS” sub-tab.

HOME | FAQ | ONLINE HELP | PRIVACY

ETA  Foreign Labor Certification

REGULATIONS | CERTIFICATIONS | WAGE INFO | DOCUMENTS | CONTACT FORM INSTRUCTIONS LOGOUT®

i MY APPLICATIONS EMPLOYERDATA \ | USERACCOUNTS

CREATE CASE | SEARCH CASES | WITHORAW CASES | SEARCH INCOMPLETE CASES | UPLOAD DOCUMENTS |

Enter or check the case number (if displayed) that you wish to upload documents. NOTE: Documents can be uploaded up to 30 days past final decision ¢

ETA Case Number: Search
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Department of Labor: PERM Program

Upload Documents Process

v Enter the case number for the applicable application in
the “ETA Case Number” field and click on “Search”.

Enter or check the case number (if displayed you wish to upload documents. NOTE: Documents can be uploaded up to 30 days past final decision date.

ETA Case Number: Search

MY APPLICATIONS
CREATE CASE | SEARCH CASES | WITHDRAW CASES SEARCH INCOMPLETE CASES | UPLOAD DOCUMENTS

Enter or check the case number (if displayed) that you wish to upload documents. NOTE: Documents can be uploaded up to 30 days past final decision date

‘ETACase Number: [A-17097-77124] x| | Search | \
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Department of Labor: PERM Program

Upload Documents Process

ETA Case Number; [A-17097-77124 Search

v’ Left click on the case number hyperlink.

v Follow instructions on how to upload documents.
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Department of Labor: PERM Program

Upload Documents Process

Upload Documents: A-17097-77124
Select Browse to search for files. Click upload to complete uploading files. Only (.pdf), (.doc, .docx) and (.txt) files are supported.

The maximum size limit for saving any one uploaded document(s) is 30MB. Please consider separating document(s) that exceed (or seem to exceed if the exact
size is not known) the 30MB limit into two or more document upload and save events to avoid lost information. Selectable document sequence options, i.e., xyz
1, xyz 2, etc., and the Note's free-text data field are provided to assist stakeholders with document upload clarity.

The Note data field provides stakeholders with a maximum of 250 characters to provide additional document upload and save clarity. When appropriate,
stakeholders may provide additional information pertaining to the uploaded document to be saved, e.g., document separation sequencing, uploading notations,
clarifying previous document upload and save errors involving selection of the incorrect document type, etc.

Uploaded and saved documents must pertain only to the selected case. Do not combine documents for multiple cases. If combined documents are submitted,
the case reviews may be delayed and/or denied for failure to follow instructions. The Note data field may not be used to explain any application issues or
document content.

* Select File: Browse...
* Category: [Choose a category |

* Document Type: | v|

File Name: | |

250 characters remaining

Note:

| There are currently no unsaved attachments. |

Cancel
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Department of Labor: PERM Program

Upload Documents Process

v' The employer will be provided with the option
of selecting from one of the following
categories: Admin Documents, Appeal, Audit
Review and Supervised Recruitment.

Choose a category

Admin Documents LSelect a category to fill in a list of document types.
*Document Type: | Appeal |

Audit Review
Supervised Recruitment
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Department of Labor: PERM Program

Upload Documents Process o

The employer will be provided with the following
Admin Documents and Appeal "Document Type”

options:
* Category: Admin Documents Vv
* Document Type: Select a Document Type
3 Option Letter Response

Admin RFI Response

BE RFI Response

Change of Address Request
Duplicate Cert Request

Duplicate Letter Request (Non Cert)
ETA Form 9089 Missing Pages
G-28 Documentation

Help Desk Inquiry

MF Response

Sponsorship RFI Response
Substitute Attorney/Agent Documentation
Withdrawal Request

* Category:

* Document Type:

Appeal v

Select a Document Type
Appeal Miscellaneous
Appeal RFI Response
Appeal Withdrawal Request
NOD Response

Request for Reconsideration
Request for Review
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Department of Labor: PERM Program

Upload Documents Process

The employer will be provided with the following
Audit Review “Document Type™ options:

* Category: Audit Review v

* Document Type: Select a Document Type to upload
Audit AAIR Documentation
Audit Affidavits

Audit Business Necessity Documents
Audit Extension Request Documentation
Audit Miscellaneous Documentation
Audit Recruitment Content

Audit Recruitment Report

Audit Response Cover Letter

Audit Resumes

Audit Withdrawal Request Document

For Government Training Use Only (December 13, 2017) 15



Department of Labor: PERM Program

Upload Documents Process

The employer will be provided with the following
Supervised Recruitment “Document Type”

options: " Category:

* Document Type:

Supervised Recruitment Vv

Select a Document Type

Amended DAIL Response

Amended NSR Response

Amended RIL

Amended RIL Response

Collective Bargaining Agreement (CBA)
DAC Response

DAIL Response

NSR Response

Other Prevailing Wage Documents (If applicable)
Prevailing Wage Survey

RIL Response

RRIL Response

SR Extension Requests

SR RFI Response

SR Recruitment Report

SR US Worker Resumes
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Department of Labor: PERM Program

Upload Documents Process

The employer must:
v Click on the “Browse

* Select File: H:\My Documents\Audit Responses\Audit Response for Case A-17097-77 Browse... | i n t O th e
* Category: |Audit Review v
* Document Type: [Audit Miscellaneous Documentation v P E R M O n I i n e
File Name: [A-17097-77122 for Employer |
144 characters remaining .
MNote: Attached is the employer's audit response for case A-17097- Ste I I I
77122 for ABC Employer and Foreign Worker Name. ]

v Indicate type of “Category” and
“Document Type” from drop down options;

v' Employer has the option of entering a
“File Name” and “Note”; and

(Note: free-text data field with
maximum of 250 characters).

v’ Left click on the “Upload” button.

For Government Training Use Only (December 13, 2017) 17



Department of Labor: PERM Program

Upload Documents Process

v' The following screen will appear after

uploading a document in the PERM Online.
[Upload Boguments ]

* Salect Fila: Browse. ..
" Cateqory: |Choose a category |

* Document Type: [Select a Document Type to upload |

File Nama: | |

124 characiers remsaining

0 A-1T0ET-TT122 for Employer and | Audil Miscallansows
FWWidocx Documaniaticn

| Delete Selected Attachments | | Save | | Cancel

v Left click on the “Save” button.
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Department of Labor: PERM Program

Upload Documents Process

i | h

Message from webpage

#*% Upload Decuments Confirmation
WY Areyou sure that you want to upload the attached document(s)?

/L oK || Cancel

v’ Left click on “OK” to complete the last step in

uploading the document in the PERM Online
System.
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Department of Labor: PERM Program

Upload Documents Process

v" The employer has the choice to upload and save
several documents for the same case.

v Follow the process for selecting the “File”,
“Category” and “Document Type” (and optional,

Filo Name” and ‘Note') [T | mom ]

New G-28 for Case A-17097-
fO I eacC h d ocume nt 77124.docx G-28 Documentation
Audit Response for Case A-17097- | Audit Miscellaneous
|
tO be U p | 0O ad e d ] 77124.docx Documentation

] Substitute for New Attorney for Case | Substitute Attorney/Agent
A-17097-77124.docx Documentation

Delete Selected Attachments Save Cancel

v Left click on “Save” and then “OK” to complete the
ast steps in uploading the documents in the
PERM Online System.
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Department of Labor: PERM Program

Upload Documents Process

v' The employer will automatically be routed back
to the “Upload Documents” page for the same
case number.

ETA Case Number; |A-17097-77124 Search

v' Left click on the [ under “Attachments” to see
all documents uploaded for the application.
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Department of Labor: PERM Program

Upload Documents Process

The employer will be able to view a list of the documents
uploaded, document type, date uploaded, any uploaded
notes and the user that uploaded each document.

Attached is the employer's audit
Audit Miscellaneous response for case A-17097-77122 for
A-17097-77122 for Employer and FWdocx Documentation 04/26/2017 ABC Employer and Foreign Waorker uatitester
Name.
SR Response Case A-17097-77124
Case A-17097-77124docx SR RFI Response 04/26/2017 to DOL's SR letter dated 4/23/2017. uatitester
Audit Response for Case A-17097-77124 for ABC Audit AAIR
Employer and First and Last Name of Foreign . 04/26/2017 uatitester
Documentation
Worker.docx
m '::;';“’ Case A-17097-77124 for Emploverand |, pesk inquiry 04/26/2017 | What is the status of my case? uatitester
HD Inquiry Case A-17097-77124 for Employer and Change of Address
FW.docx Request 04/26/2017 | Please see my change of address. uat1tester
New G-28 for Case A-17097-77124.docx (G-28 Documentation 04/26/2017 | See my updated G-28. uatitester
Audit Response for Case A-17097-77124.docx Audit Miscellansous 04/26/2017 uattester
Documentation
Substitute for New Attorney for Case A-17097- Substitute Attorney/Agent
77124.docx Documentation 04/26/2017 | See attachment. uat1tester
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Department of Labor: PERM Program

Upload Documents Process

MY APPLICATIONS
CREATE CASE | SEARCH CASES | WITHDRAW CASES

| SEARCH INCOMPLETE CASES | UPLOAD DOCUMENTS

Enter or check the case number (if displayed) that you wish to upload documents. NOTE: Documents can be uploaded up to 30 days past final decision date.

ETA Case Number: A-16132-34549 Search

Important Notes

v" Any case submitted by main account and/or any sub-accounts
can be viewed.

v Selecting the Case Number link will allow the user to upload
new documents to the case.

v Selecting the paperclip icon (Attachments column) will display
all documents that have been uploaded to the case as of now.
(Documents viewable by ANPC).
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Department of Labor: PERM Program

Upload Documents Process

MY APPLICATIONS
CREATE CASE | SEARCH CASES | WITHDRAW CASES | SEARCH INCOMPLETE CASES | UPLOAD DOCUMENTS |

Enter or check the case number (if displayed) that you wish to upload documents. NOTE: Documents can be uploaded up to 30 days past final decision date.

AuditExaminationLetter.txt Admin RFI Response 10/05/2016 dshahpermemp
AttorneyAgent.txt Change of Address Request 10/05/2016 dshahpermemp
test.docx BE RFI Response 11/20/2017 test dshahpermemp

Important Notes

v Selecting the File Name link will open the document that
was uploaded to the case.

v Date column contains the date the document was uploaded.

v User column contains the username that uploaded the
document.
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Department of Labor: PERM Program

Upload Documents Process

4
CREATE CASE SEARCH CASES WITHDRAW CASES SEARCH INCOMPLETE CASES | UPLOAD DOCUMENTS 1

pload Do :
Select Browse to search for files. Click upload to complete uploading files. Only (.pdf), (.doc, .docx) and (.txt) files are supported.

The maximum size limit for saving any one uploaded ment(s) is 30MB. Please doc (s) that ed (or seem to exceed if the exact size is not known) the 30MB limit into two or more document upload and save events to avoid lost
i uence options, i.e. th 's free-text data field are provided to assist stakeholders with document upload clarity.

e Note data m ve clarity. When appropriate, stakel rs may provi form: rtaining to the uploaded document to be saved, e.g
sar rs i ion of the incorrect document type, etc.
ploaded an: I ts m! ca: comi ocuments mi N cat re WS M be dela r denied for failure to follow instructions. The Note data field
may not be use

File Name:

250 characters remaining

aaaaaa

Important Notes

v" Documents cannot be uploaded to a case, 30 calendar days past the
Case Decision Date. The system will display an error message if the
case is past the upload deadline.

v" The only document types available for upload are (.doc, docx, .pdf,
and .txt).

v" The system will send the Point of Contact for the case (Section D of
9089 Form) an email as soon as the document is uploaded.

v" There is a 30 MB limit on each individual upload.

For Government Training Use Only (December 13, 2017) 25



Department of Labor: PERM Program

Section I

A€ Planned account
4 management changes
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Department of Labor: PERM Program

Planned Account Management Changes

Goals

v Improve account security.

v Reduce the number of account
reactivation requests.

v" Work still in development.

v Target release early 2018.
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Department of Labor: PERM Program

Planned Account Management Changes

Improve Account Security

v At present the system sends the current
password and not a randomly generated
password when a reset is requested.

v Future passwords will be longer and
randomly generated.

v Existing password rules (complexity, aging,
history) still apply.
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Department of Labor: PERM Program

Planned Account Management Changes

U.5. Department of Labor /
Employment and Training Administration ||
Office of Foreign Labor Certification '

N eW te m p 0 ra ry Atlanta National Processing Center

Harris Tower

passwords dre more 233 Peachtree Street, Suite 410
Atlanta, Georgia 30303
Secure

You have requested a temporary password to access the Permanent Online System. You will be asked to change your
password to one you have not used before the next time you login. Please see your temporary password below,

Your Temporary Password: TSDK6C*%G5kFyNA

For security purposes, please do not share this email with anyone as it contains your account information. If you have login
problems or questions, or you are having problems with this email, please contact the Help desk at PLC.Help@dol.gov.

Thank you
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Department of Labor: PERM Program

Planned Account Management Changes

Reduce reactivation requests

v" Currently the secret question/answer pair
cannot be viewed or edited after they are
set.

v" New capability to view/edit, e.g. when an
employer account is transferred to a
different person.
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Department of Labor: PERM Program

Planned Account Management Changes

USER INFORMATION | LOGIN INFORMATION

This is your login inform@&gn. If you would like to nge it, make the appropriate changes and click "Save’ when complete. Click 'Undo’ to undo any changes you make. Cl
you choose "Undo’ all th ange(s) you have mgte to your profile will be reset to the previous data.

Username: *  |employeracct
Select box to change password ¥
Password: T erassmnens
U N d er M y P rOfi Ie >> Confirm Password: S YT
Log | n |nfo rmatlon Password must consist of:

1. Between & to 15 characters
2. One uppercase letter

New form flelds to 3. One lowercase letter

4. One number

: 5. One special character
view and U pdate the B. Cannﬁ be the same as previous 12 passwords
secret question/
Secret Quesfion: * | What is your pet name ?
answer Secret Answer: * |CHESSIE

| Undo || Save || Cancel |
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Department of Labor: PERM Program

Section lll

Z#® Common questions
-/ received at the technical
help desk
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Department of Labor: PERM Program

Common Technical Help Desk Requests

Top inquiries to PLC.Help (excluding
password/pin):

1. Account registration

2. Case status

3. Contact change

4. Sponsorship emall

5. FEIN/name change requests

Tips for speedier service...
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Department of Labor: PERM Program

Common Technical Help Desk Requests

Registration and case status inquiries

v" Non technical issues should be directed to
PLC.Atlanta@dol.gov.

v' Send requested materials to
BE-RFI|.Atlanta@dol.gov.

v View case processing times at
https://icert.doleta.gov.
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Department of Labor: PERM Program

Common Technical Help Desk Requests

Contact Person Changes

v Please provide the current account
Information (name, email address) and the
new account information.

v Please provide the account username and
employer Federal Employer Identification
Number (FEIN).

v" Some information cannot be edited.
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Department of Labor: PERM Program

Common Technical Help Desk Requests

FEIN and employer name changes

v" These fields cannot be edited, even by
the account administrator.

v Includes all changes, including typos
and transpositions.

v Be sure the information is correct before
submitting the registration request.
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Department of Labor: PERM Program

Common Technical Help Desk Requests

Sponsorship gquestionnaires
v Automated emails cannot be resent.

v" Be sure the contact information is correct
before submitting registration and application.

v System-generated mail may be trapped by
spam filters at your Internet server provider
(handled differently than human-written emaill
from PLC.Help@dol.gov).
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Department of Labor: PERM Program

Section IV

Tips for contacting the
help desk
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Department of Labor: PERM Program

Tips for Contacting the Technical Help Desk

v" Include account username, contact name,
and employer FEIN on your requesit.

v Send policy or case-specific questions to
PLC.Atlanta@dol.gov.

v" Send technical problems to
PLC.Help@dol.gov.

v" PLC.Helpint@dol.gov is not monitored, send
iInquiries to PLC.Help@dol.gov.
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Department of Labor: PERM Program

Section V

.4 Common technical problems
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Department of Labor: PERM Program

Common Technical Problems

* NAICS code entry
* Internet Explorer compatibility mode
* QOccasional system-caused problems

o

o

o

PDF formatting

Getting “kicked out” of the system
Delayed emails

Printing PDF
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Department of Labor: PERM Program

Common Technical Problems

* NAICS code entry
o Don’t enter text in the field.

o Must use the selector to set
values correctly.
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Department of Labor: PERM Program

Common Technical Problems

* At registration
[Employer Business Information ]

=IN Number ' E1n?er Empln;a‘iifi?:eaf-digit identification number

MName of Employer: *|ABC Company

Address: *1123 Sesame St.

City: . :::mk MY W

Pravince: Use Th |S
Country: *UNITED STATES OF AMERICA b

Zip/Postal Code: * 10001

Phone Number: *1212-565-1212 ext

NAICS Code: * Search NAICS Code
e i | YN Not This
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Department of Labor: PERM Program

Common Technical Problems

Creating a case

you are here

F e—— v —— o —— —— — — — p .
N PP e T T T 1 TP (Y S (Y . - [y« 1 T i [ | O T ) T e E).
b \ \ \ \ \ \ \ . . \
o, e e S S R R R R R

‘opriate information below regarding your ETA S085. Required fields are marked with an asterisk (*). Once you have com
n. If ywou do not wish to complete this form, click 'Cancel”.

1. Employer's name: * ABC Company
2. Address 1: * 123 Sesame St
Address 2
3. City * Mew York State:
Province: 1 Country:
Fostal code: 10001 Use ThIS TDO "
4. Phone number: 212-555-1212 Extension:
5. Wumber of employees: * 9
6. Year commenced business: = 12010 (Enter year as yyyy".)
7. FEIN (Federal Employer Identification Mumber): 11 - 2233445
8. NAICS code Search NAICS Code
8. Is the employer a closely held corporation, partnership, or sole proprietorship in
which the alien has an ownership interest, or is there a familial relationship between
the owners, stockholders, partners, corporate officers, or incorporators, and the alien?
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Department of Labor: PERM Program

Common Technical Problems

v" Internet Explorer Compatibility Mode

v You will see accessibility labels
on the forms.

v" Interferes with data validation
checks.
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Department of Labor: PERM Program

Common Technical Problems

IE Compatibility View

NI Compatibility View Settings
Rﬁ Change Compatibility View Settings
ﬁ v| gég * Pager Safe s
& Fix connection problems... A Add this website:
fj:_l Heopen last browsing session J:'.Ijlj

[1] Pop-up Blocker 4 Websites you've added to Compatibility View:
View downloads Ctrl+J |F'.er|mm.=_
[ Manage add-ons

If an entry is here for
doleta.gov or
Toolbars » WWW.D'C.dOlEta.QOV

orlererber ' remove it

<l F12 Developer Tools
ple [~ Display intranet sites in Compatibility View
Suggested Sites Use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

OneMote Linked Motes
Send to OneMote

Internet options
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Department of Labor: PERM Program

Common Technical Problems

IE Compatibility View

¥ TTaaFT

Skip to content HOWE | FAQ | ONLINE HELF | PRIVASTY

; 1A Foreign Labor Certification

REGULATIONS | CERTIFICATIONS | WAGE INFO | DOCUMENTS | CONTACT | FORMINSTRUCTIONS

If you are a reqistered user, enter your
e Presence of these labels login information.
means Compatibility

View is ON

LOGIN

F I username

andior password?

Password:
TA DOL OFLC Disclaimer Paperwork Reduction Act Expiration Date Processing Center Form ETA 9089

The PERM system prohibits the use of the

Ahuut Fermanent Dnllne . backslash character ™" in any PERM data field,

Get an overview i.e., account and ETA Form 9089 application
information. Please use any other special

HEQISIET _ character, such as the forward slash (), in lieu of

EBecome & redi terad uzer for free. the backslash character. Use of a backslash

character will result in removed data.
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Department of Labor: PERM Program

Common Technical Problems

number of months experience in alternate occupation required
alt job experience

job duties

yes More

specific skill e
yes accessibility

yes

ves labels

yes
3;?5 Is a foreign educational equivalent accepiable? RESUHS |n markUP
added to text entry

10.  Is experience in an altemate occupation acceptable? ﬁ e I d S afte r S&Vl n g

10-A. If Yes, number of months experience in alternate occupation required:

10-B. Identify the job title of the acceptable altermnate occupation:

11.  Job duties - If submitting by mail, addggttachment if agsary. Job duties description must begin in this space.

Duty one.<br />
Duty two.<br />

Duty thres.<br />

12.  Are the job opportunity’s requirements normal for the occupation?
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Department of Labor: PERM Program

Common Technical Problems

PERM System issues

v" PDF formatting (early-mid 2017)
v Getting “kicked out” of the system
v' Delayed emails

v Printing PDF
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Department of Labor: PERM Program

Common Technical Problems

PERM System issues

v

v

PDF formatting (early-mid 2017)
- Tightened web security

Getting “kicked out” of the system

Delayed emails (early October 2017)
->New servers, tightened network security

Printing PDF (early December 2017)
—>Form expiration
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Disclaimer

This presentation is intended for training use only and does
not carry the force of legal opinion.

The Department of Labor is providing this information as a
public service. This information and any related materials are
presented to give the public access to information on the
Department of Labor programs. You should be aware that,
while we try to keep the information timely and accurate, there
will often be a delay between official publications of the
materials and the modification of these pages. Therefore, we
make no express or implied guarantees. The Federal Register
and the Code of Federal Regulations remain the official source
for regulatory information published by the Department of
Labor. We will make every effort to keep this information
current and to correct errors brought to our attention.
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