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1 GETTING STARTED WITH THE H-2A ONLINE SYSTEM

Introduction

The H2A Online System Web site was developed for the Department of Labor (DOL), Employment and
Training Administration (ETA), Office of Workforce Security (OWS), Division of Foreign Labor Certification
(DFLC). It allows employers and their representatives (attorneys/agents) to create and prepare the necessary
H-2A forms and print them out for submission to DOL. The system improves efficiency for both employers
and DOL staff by securely saving employer and crop information, and providing reliable access to this
information for case processing. The Web-based system also provides a search function; edit capabilitiesif a
case needs to be modified, and hyperlinks to a number of important resources.

This User Guide, designed for employers and attorneys/agents, describes the fundamentals of the Web-based
system, including logging in, navigating system pages, and performing tasks common across the system,
such as printing an online application for certification.

Document Conventions

The following conventions are used in this User Guide:

ITEM CONVENTION EXAMPLE
Sawve | a5 i}
Buttons and tabs Graphic representation | Cwe. ‘]-
SUBMIT COMMENT
Hyperlink Color text and underlined apply, view 790
Page and field names Bold type ;/i\éedlcome New Employer page, Start Date
Dar[_athat you enter by Courier Newfont Passwor d
typing on your keyboard
System m o “In quotation marks’ and “The user account was updated
g bold type successfully.”
Acronyms
The following acronyms are used in this User Guide:
ACRONYM DEFINITION
DFLC Division of Foreign Labor Certification
DOL Department of Labor
ETA Employment and Training Administration
OWSs Office of Workforce Security
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User Types

There are two types of users who are allowed to prepare H-2As using the online system:
Employers, and

Employer’s Attorneys or Agents

The H2A Online System for foreign labor certification offers a registration feature for al users. This feature
ensures that less time and effort is required when you wish to enter multiple H-2As, because the employer
information entered at registration is stored in a profile used to pre-populate key fields of the application. This
feature is also very helpful in instances where you need to view or print previously submitted H-2As that have
not been certified or denied. If you register as an Attorney/Agent, you can manage multiple employers using
the H-2A Online system.

Benefits of the H-2A Online System

The benefits of using the H2A Online System include:
- Faster application processing time
Ease of use
Posting, viewing, and updating profile information
Tracking and viewing the status of submitted applications
Displaying copies of accepted H-2As by case number
Electronic notification of H-2A status
Re-submission of certified/denied H2As after correction (only if authorized by DOL)
Immediate notification of errorsin your H2A
Ability to save a copy of the H2A to your hard drive, network drive, or disk
Ability to email a saved H-2A to others within the company, to a client, or to a remote location.
Reusing case information (incl. association and crop data) from one application to another

System Requirements

Use of the H-2A Online System requires the following:
Internet access
Web browser (Internet Explorer 4.x or higher, Netscape 4.7 or higher)
Adobe® Acrobat Reader 4.0 or higher
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Security Considerations

In the ongoing effort to provide a useful, effective web site for employers to apply for H-2A foreign labor
certification, the Department of Labor also must take certain precautions to ensure the security of the system
and the data it maintains. We provide here some useful tips and suggestions when encountering security
situations with the H2A Online System.

Logging In & Out

If you are unsuccessful at logging into your account, the system will allow you another login attempt,
until you have made thr ee unsuccessful attempts. After that time, your account will be disabled, and you
will have to send an email to H2AHelp@dol.gov asking to re-activate your account.

When you login to the H-2A Online System you cannot use another Web browser to log into the same
account at the same time. Y ou can only have one session with your account displayed at any given time.

We recommend that you change your password every 120 days.

It is important that you log out of the system when you are not using it. If you leave the system idle for
15 minutes, you will be automatically logged out of the system. In that case, you must log back in when
you are ready to continue.

Detecting Computer Security Incidents

Computer incident detection allows us to compile a record of every system incident when detecting or
investigating the misuse of the system and its data. For the purposes of this section, an incident is defined as
any real or suspected adverse event in relation to the security of the system.

An incident may include activities such as viruses, strange processes running, an outsider logged into the
system, or someone attempting to hack the system, etc. Examples of incidents include (1) attempts to gain
unauthorized access to the system or its data, (2) compromising the integrity of the information, (3)
unwanted disruption or denial of service, (4) unauthorized use of the system for the processing or storage of
data, (5) viruses, and (6) damage or change(s) to the system's hardware or software without permission,
knowledge, or instruction.

If you notice a security incident, please immediately report it to H2AHdp@dol.gov. We ask that you provide
the following information when you encounter an incident with the system:

Incident Date and Time
Reporter's Name, Telephone Number, and Email Address
Incident Description/Problem Summary

Properly compiling and reporting this information allows us to know what happened, when it happened, and
to track, record, and resolve the security issue.
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2 ACCESSING THE SYSTEM

There are two ways to access the H-2A Online System:

As afirst time Registrant, or
As a Registered user.

To gain authorized access to the H-2A Online System as a registered user, you must have created a unique
login 1D, which you do the first time you access the system. All registered users have access to the rich
features of the H2A Online System (see the “Benefits of the H2A Online System” section on p. 5).

Registering as a System User

1. From your desktop, start Internet Explorer or Netscape.

2. Typein thefollowing Address for Internet Explorer or Location for Netscape: http://www.h2a.dol.gov/
and press Enter on your keyboard. An alert message is displayed. Read the message and click OK.

Microzoft Internet Explorer |

j.r' You are now entering a computer system operated for and on the behalf of the United

e States government. Unauthorized acceszs or uze of thiz zpstem for any purpose other that
official government business iz punizhable by a fine, imprisonment, ar both. *our use of
the systern may be monitored. [18°U.5. Code 1030,

The H-2A Online System Home page is displayed.
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Registering as an Employer

1. If you are registering as an Employer, click Setup Employer Profile . (If you are registering as an
Attorney/Agent, skip to the next section, Registering as an Attorney/Agent). The Registration pageis

displayed.

Note: As a Registered Employer, you are allowed to enter your employer information for
easier H-2A application data entry, view the status of H2A cases online, update your
employer information online, and edit H2A case data (if you are asked to modify your

application).

ETA Foreign Labor Certifica

REEHLATIIRE CERTIACATIONE WAGE WFO | DCIMENTE

Registration

Flaasa imad the Tilowing taims =nd condans

HLEA, Cortfization fer Termporery or Seasoral fg el Wors <502 Onfine System Lise (Temms and Condions)

Thank pou for vsting the H-24 Online Eyatern Tha Dupatman of Labo (OOU) providas tis endcs i yau &0 o ean coplee 1he necassand
apedicaliong fof fikng far an H-10 Cenlication of Termparary o Seasanal Agiculumkl wWoikars. Pieass read e e and condbion bl mu:nl
eqians imporanl nioimEion &xul hie websile's uS308. MamSENng o privacy and e sy ofthe 0913 o shans'with DOL i one oTour mm:u'l
sommrre sy

This Wiekrite 15 9 semita prosided 10 amplyvand andlor ther agents wha antitipals @ shorteoa of domestc workar 1o being unnimiuuartrmui;u!
dwnrars to e LS. 10 garom ann: ulural 0o or e es of A monme i or easona nature. 1 aloss ampiosars andor Ml amen s o comglel e
Termparan B iwal Labar Cerieatioe applicgion (ETA 7501 and Agicuitoes and Food Frocessing Cleseanos Omer cETA 7901 online wil s
Diepesrtmen of Labor In addiban, & provides the shikly 40 compleds 3 Molics of Eriry of Aposamnce ss Morrey or Repesectsies (G- 0] vis the WH:-'
TTHs 'Webete will help oo accursisly com pliels o applealiane by prosiing 3 400l tnda so anine.

|
BwiC:ause #e ana cuel leria, e wil By byl 1D paicipa® in Gursys [0 gauge hevakie and #eckvernass of our onlng srsbam ad|
10 BBk IUT SIS On impreing B syveiem. Plesss note il wour paticialon in e sumes wil Be comaleiely wiuran . The Tollng 1eeme *"l]!
randitions far us= ofthis Webs s sppte

w VCAE Gi recp e bk or any @nd all acikifias thek oo eur uedspour Spatann @oseanbfon his anine syakd

i) st fake e nesemsan simpe (o enses (bl others 4o ratuse vaur sseound f gan onaufanized sccess i this sptem

Pogling material of Informaian tal i unkwid, such as abee @i makiiats, inappropnake coment, o inguaga on Fis sik & pohbhad

Wiour infarmatan vl not be 50k 10 mating bsis

e raa e i YR ramioea @nyfoem ETA T50T 80 anediar 0038 posting Fom the Fomag Labior Certiieation Wekeie, whan, and i, § eomaines |
mACCURAE, 0uialed, Of Insppn o A infor maton and dats

2. Carefully read the terms and conditions provided on the Registration page. You can scroll through the
text using the down arrow located in the scrollbar to the right of the text.

3. Click G (o accept the terms and conditions, or to quit the procedure without

registering. When you click , the Welcome New Employer page is displayed. On this page,
you can enter your user profile information, business identification information, and your agent’s contact
information, if you have one.
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First Mame: * |

Last Mame: i I

Fhaone: * | | | axt
1

Email: * |

Wie respect wour privacy and will keep your email address confidential . The
email address is needed to send your usernamef/password in the event you
forget them.

Username: * I
Password: * I *Canfitm Password:l

Providing = unique username and password will be the "key" to accessing the
H-24 Online System. Username and Password must be 8-15 characters long.
Username cannct cortain special characters. Password must contain st least
a number and =3 special character [ &, @, %, §, etc).

Secret Question: = |Se|eu:t secret Question j

Secret Answer: # |

Mame of Employer; *

Address: =

City: = *State: | Select State/Frovince j
FipfPostal Code: *I I
Phone Mumber: *I I | e}{t:l

Is this an association? * £ ves o

Proveiding thi= irformation will sllow the System to auotomatically prefill number
24 - Declarstions - Hame and Address of the Agert in the Form ETA 750,

Adent Mame: |

Address: |

City: | State: ﬂ

Zip Code: I I |

4. Fllinthe User Profile, Employer Business Information, and Employer Contact (Optional) sections

on the Welcome New Employer page. Required fields are marked with an asterisk (*).

Note: Your Username and Password each must be 8-15 characters long. The Username
cannot contain special characters such as %, &, #, etc. The Password, on the other
hand, must contain at least one specia character and at least one numeral (0-9).

H-2A Online System User Guide
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5. Usethe radio button to select whether or not your business is an association of businesses. This choice
will affect how an H2A application is completed and allow you to add employers to your association.

6. Click . A pageisdisplayed indicating “You are now a registered user of the H-2A Online

System.” From this page you can enter a new H-2A application, or use the tabs at the top of the page to
navigate the H-2A Online System.

7. Follow the instructions in the next section of this User Guide (Accessing the System as a Registered
User) to log in and use the H-2A Online System.

Registering as an Attorney or Agent

1. If you are registering as an Attorney/Agent, click Setup Attorney/Agent Profile . The Registration
page is displayed.

Note: As a Registered Attorney/Agent, you are alowed to manage multiple clients H-2A
cases online, view the status of employers' H-2As online, email saved H-2As to clients or
aremote location, and allow multiple users at the same location to process H-2As for
clients.

Enploier fed by Depaniment o Laboi - ETA

Certification

WAGE INFD | DICUMENTS

Registration

Pleags read he Dilowing s and condidions

-2 Cerincation for TEmperary o Seasonal Sgrcuiu al ok - H-28 Drane System Use (e mes and Comisies)

Thank pou for wisting the H-3% Onfna Epatam. The Depariment of Labor (DOL) prodddos s serdeo 10 y0U B0 WU can complets The recesseng
applicatons for flng for an H28 Cedificaton of Temporary ar Seszorel Agncutiural Wokars, Plasse read {he e and cordibore bslow which
axplana impatanl inkoemalon st the wabialk's aage. Walbdainirg woiF pilvacy anid te seciilk of e dedayii shed e with COL IS onear l:lull"l'lii:li
rormmibmenis foyou.

|
This Wetsile & 3 samica proaded o emplogers andiar ther aperts who anicipate @ shodage of domaslic workars o bnng nanimmigrant foralgr
walbkerg e ULE I e agrioulesl Eaor o aendies o 5 onplran or geagonal nalue. [Eslies Smpioses snnionhain sgents 1 comples e
Tamparay Agricutunal Laor Cedfcation Applicatan (ETA 750 ard Agrcutunal and Food Pmressing Chkearace Ordar TR 700) oning wih the
Dl niof Lanor In | i priidas the shilly o complsts 3 PoGee oF ERle of Appearanis as AD0mey oF Repragantaive o 20 va the weh)
This Watrsits will Falp you docurdtal conyplats pour applicaions by providing & toolto oo 50 oning

B ause we AE (Uslomesor Bnien, wewil necas onally ask vou w0 0anmipee nsunsss 0 gange T va e and eTeciiveness ar i orling sysiem il'll.i
10 ===k your advice on improsing the Systemn Please noke fat vour paricipation nhe suneys will be complekeh wolnian. The foliovang lEemrms and
rorediliores Tor s arthis Webede appk | P

= ' pu are respansible for amp and ol actmbes thal acour under youwr =yztem account forthis online =ysbem.
& ou must fako tha nacessan sleps o ereune thal athars do rot use vaur accouni o gain unavianzed access o this systam.

= Foglig matarial or infoems oo et is urdasmul, sueh as ecene makrals prigle conkent, orl

Guagse onhis sils s prohBied

= Yourinfomration vl nolks sold b maiing fele

|
# Weresene the fphd to remove &y form ETA TS0TS0 and'or G-28 porsting from the Foreign Labor Ceffication Websie, vien, and i, 1 contains |
ractlirale, numaked, or Feporaps fhrmalon anddam |

e et e Al e o e e T BT e A et o e i i | |

T inere

]

2. Carefully read the terms and conditions provided on the Registration page. You can scroll through the
text using the down arrow located in the scrollbar to the right of the text.
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registering. If you clicl

Y Accent - ecline . .
Click aasidid® to accept the terms and conditions, or to quit the procedure without
k

, ablank Welcome New Attor ney/Agent pageis displayed.

page. Required fields are marked with an asterisk (*).

Fill inthe User Information and L ogin Information sections on the Welcome New Attor ney/Agent

Note: Your Username and Password each must be 8-15 characters long. The Username
cannot contain special characters such as %, &, #, etc. The Password, on the other
hand, must contain at least one specia character and at least one numeral (0-9).

First Mame:;

Last Mame:

Address:

City:

ZipiPostal Code:
Phaone:

Famx

Email:

Areyol an attarney? * Oves T No

State* | Selact StatefPrDvincej

Wite rezpect wour privacy and will keep wour email addrezz confidential. The email
address is needead to zend wour usemamedpasanord in the event wou farget them.

Usermame:

Fazsword:

Secret Question:

Secret Answer:

4 I Confirm Passwnrd:*l

Froviding a unique username and pasamard will be the "key" to accessing the H-24
Online System. Username and Pasaword must be 8-15 characters long. Username
cannot contain special characters. Pasamord must contain at least a number and a
special character (&, @, %, 3§, etc).

T |Se|ed Secret Question j

& I

5. Click to process your profile. A page is displayed indicating “Y ou are now a registered user
of the H-2A Online System.” From this page you can create a new employer record, or use the tabs at
the top of the page to navigate the H2A Online System.

H-2A Online System User Guide

Page 13



Accessing the System as a Registered User

1. From your desktop, start Internet Explorer, Netscape, or other browser.

2. Typein the following Address for Internet Explorer or L ocation for Netscape:
http://www.h2a.doleta.gov/ and press Enter on your keyboard. An aert message is displayed. Read the
message and click OK. The H-2A Online System Home page is displayed.

ez Toolz  Help

v-0 QDA 0D S

HOME | FAZ | OHLINE HELF | PRI

ETA Foreign Labor Certification

REGULATIONS | CERTIFICATIONS | WAGE INFO | DOCUMENTS | CONTACT |

Logaut was successiul

Welcome to the Foreign Labor Certification R ;
H-2A Online System ';smn:m;'i:

F.Y Get Acrobat
hdobe Reader | noTICE: To apply onling and print the
H-2A Application Employment Cerification you must
have Adobe Acrobat Reader 4.0 of higher installed on
This site i5 hest viewed with Microsoft Internet  your computer. Click here to download it now. Here's a
Explorer 5x or Metscape 4.7, Quick Guide to the Adabe Acrobat Reader.

Oi =ability Access

Ifyou hawe a disability and are unable to aceesz some of the information contained on thiz Website because of itz format other
features, please email HZAHELFi@doleta.gow. Wour request will be refermed to the appropriate Depadment of Labor office
rezponsible for providing assistance to wou in this regard. The office will respond promptly to you by providing wou with alternate
means to zubmit vour H-24= In orderto help us senve you better, please provide uzwith a deseription of your disability and your
contact information so we can reach you in the ewent questions arize while identifying or addressing a solution to your requeast.

3. Typeyour user narre inthe Username field. Your username must be 8-15 characters long, and specia
characters (*, %, @), &, etc.) are not allowed.

Ifyou are a registered user, enter your
login infarriation.

' © Forget your userriame

4. Typeyour passwor d inthe Password field. Y our password must be 8-15 characters long, and contain
one special character (*, %, @), &, etc.) and at least one numeral (0-9).

5. o
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Note: If you are unsuccessful at logging into your account, the system will allow you
another login attempt, until you have made three unsuccessful attempts. After that time,
your account will be disabled, and you will have to send an email to H2AHelp@dol.gov
asking to re-activate your account.

Once you have successfully logged in, the system displays the H-2A Online System User Home page. This
page contains important information such as news and system alerts. It is important that you read these
messages since they may notify you of actions you are required to take, or warn you about upcoming system
changes or maintenance issues.

Note: When you login to the H-2A Online System you cannot use another Web browser
to log into the same account at the same time. Y ou can only have one session with your
account displayed at any given time.

Depending on your registration level (Employer or Attorney/Agent), the H-2A Online System User Home
page displays options giving you access to certain features and functions of the H-2A Online System.

3 Forengn Labor Ceelihcahon, Yesam £ 0 - Miciasoll Isbsmnet Eaploves provsdsd by Depastmest of Labos - £18

D B3 e Faeun D bk =
e A0 B - Sa-ig
e L

MCUMENTS DAMTAOT

SUBMIT COMMENT |

Welcome Back Jog Louis

& Mo H-28= were submited foday.

e —— ]

There &re no &lerls at fi= ime | Username: f==t=remployer

I Retwn to My Case

Llgaha nasigational takes aboas [ help you modild and creale epecdic infomadon, o diok te
lInks bedaw

= My Profile: Wadify woor aceour infann ation
& Employer Data view, modify, and updst=wour emploger data

CRERTE MEWY H-2R
I il Hiks b enler & new H-24, CHGH heTe,

&l £ Irare
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Forgot Your Username/Password?

If you forget your username or password, you can request this information via email.

1. Withthe H-2A Online System Home page displayed in your Web browser,

click _ The Forgot your Username/Password? page is displayed.

If you've forgotten your username or password, we can email it to you. Just enter either the
username or email address below and click "Continue’.

Enter your username: |

Enter your email address: I

Secret Guestion; | :I

Secret Answer: |

Cantinue | Carcel |

2. Enter your username and email address, select the Secret Question you chose when you registered, and

provide the Secret Answer. Click =248 | An email response will be sent to you automatically

containing your username and password. When you receive the login information, we recommend that
you memorize it and delete the email.

Tip: To add an additional level of security, we recommend that you change your
password every 120 days.

Logging Out of the System

To ensure system security, it isimportant that you log out of the system when you are not using it. When you
have finished using the system, you must completely log out. If you leave the system idle for 15 minutes, you
will be automatically logged out of the system. In that case, you must log back in when you are ready to
continue.

logout €
To log out, click at the top of any screen in the H-2A Online System. The system returns you
the H-2A Online System Home page and displays a message that you have successfully logged out.
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3 MANAGING YOUR PROFILE

When you register on the H2A Online System, you enter specific profile information such as your full name,
address, email, fax contact information, and so on. As aregistered user, you have the ability to view and/or
modify your user and login information.

Viewing and Editing Your User Information

1. If you are not logged in, follow the instructions provided in Chapter 2 Accessing the System, p. 14, of this
User Guide, then proceed to step 2. If you are logged in, proceed to step 2.

2. selectthe [MMBROLE T

I
3. Click VUSERINFORMATION | The User Information page is displayed.

Registered as: Agent

First Marme: & |Lewis

Last Mame: i |CaerII

Address; = |_EIB?5 Alice St

ity - |Washingtun State:r | DC - LISA j

FipiPostal Code: % |22EIEIE |

Phone: * |20z .[866 - |4566 e

Fa | | |

Etnail: i |carru||.|ewi5@dcul.gw
e respect your privacy and will keep wour email address confidential. The email
address iz needed to send wour usernamespasaword in the eventvou forget them.

Undul Savel Cancel |

4. To modify your user information, place the cursor in the field that you want to change and overwrite the
information currently displayed in the field. Make sure to space over any additional characters.

5. Click M to save any changes you made, M to erase any unsaved changes and start over, or

ﬂl to exit the User Information page without saving your changes.

6. On the next page, select M to return to the User Home page, or M to make more changes to
your user information.
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Viewing and Editing Your Login Information

1.

If you are not logged in, follow the instructions provided in Chapter 2 Accessing the System, p. 14, of this
User Guide, then proceed to step 2. If you are logged in, proceed to step 2.

I
Click LOGININFORMATION | The Login Information page is displayed. The User name field is auto-

populated with your username.

Username: * Isteveag_ent
Password: I Confirm Password: I

Froviding a unique username and pasaword will be the "key" to accessing the H-2A
Online Systemn. Username and Pasaword must be 8-15 characters long. Usermmame
cannot contain special characters. Pasawerd must contain at least a number and a
special character (&, @, %, §, =tc)

Secrat Question: = ISeIect Secret Question j

Secret Answer: = |

Undol _S:a\.'fe'l Cancel |

To change your password, click in the Password field and type a new password. Y our password must be
8-15 characters and contain one special character (*, %, @, &, etc.) and at least one numeral (0-9).

Click in the Confirm Password field, and type the same password again. Be sure to type the password
exactly as you typed it in the previous field. Otherwise, you will receive an error message that your
password does not match the Confirm Password entry.

Note: To maintain system security, we recommend that you change your password at
least every 120 days

To change your Secret Question/Answer, select a new Question and enter a new Answer.

Click M to save any changes you made, M to erase any unsaved changes and start over, or

ﬂl to exit the L ogin Information page without saving your changes.

On the next page, select M to return to the User Home page, or M to make more changes
to your login information.
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4 MANAGING EMPLOYER INFORMATION

Registered users can add new employer information, and view or edit the employer’s business and contact
information. Required fields are marked with an asterisk (*).

Adding a New Employer (Attorney/Agents Only)

1. From any page on the H-2A system, select the _ tab. The Employer Data page
displays alist of the employers added to your account. If you have not yet added an employer, a new
Employer Information edit page will be displayed.

I
2. Click the ADDMEWEMPLOYER | (o5 A plank Employer Information page is displayed.

Mame of Employer: %

|
Addrass: & |
|
City: * | Ciate: * | Select StatefPrDvincej
Zip/Postal Cade: [ [
I o

Is this an association? * © ves Mo

Froviding this information will allows the Sistem to automatically pre-fill number
24 - Declarations - Hame =nd Address of the Agent in the Form ETA 750,

Adent Mame:; |

Address: |

Crity: | State: | Zelect StatefPrc:vinu:ej

Zip Code: I I '
Sa\.\fel Cancel |

3. Inthe Employer Business I nformation section, type the employer’s information in the displayed fields.
Mandatory fields are indicated with an asterisk (*).

4. Use the radio button to select whether or not the employer being added is an association of businesses.
This choice will affect how an H-2A application for this employer is completed.

5. (Optional.) In the Employer’s Agent section, type the employer’s contact information in the displayed
fields.
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6. Click M to save the employer datain the H2A Online System.

Searching, Viewing and Updating Employer Data (Attorney/Agents Only)

1. From any page on the H-2A system, select the _ tab. The Search for Employer(s)
page is displayed by default if you have already entered and saved employer data for multiple employers.

tab.

Note: If the Search for Employer(s) page is not displayed, click the

LIST EMPLOYERS

|

Emplayer Mame:;

.-'-é’e&zrﬁij ]

Create Néw:'ése&mh

r GOATS BY JOHN WASHINGTOMN DcC 202-TEB-6367 Employer
r MERRYVALE FARMS GREEMBELT MD 301-888-6665 Employer
r SAN JOSE GROWERS ASSOCIATION WASHINGTOMN DcC 202-234-2356 Association 4

Daleta |

2. Tonarrow the list of displayed employers, enter the full or partial name of the employer in the Employer

Name field, then select _22arch

. The Search Results list re-displays a new list of employers.

3. To sort the search results, click the column headers, i.e. Employer Name, City, State, Phone, and

Type.

4. Click thelink in the Employer Name column to display the employer’s information for review.

If the employer chosen is a sole employer, the Employer Information edit window is displayed

(see graphic below).

If the employer chosen is an association, Association Options pageis displayed (see Adding
Association Employers, Editing Association Information, and Viewing the List of Association
Employers on the next four pages).
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Mame of Employer: 7 IMERRWALE FARMMS

Address: * 889 MERP:YVALE RD.
|
Gty + [GREENBELT State: | MD - USA =
ZipiPostal Code:  * [0aes [
Phone: *|301 _|888 _[66ES et

Is this an association? * ¢ ves & pao

Prowiding this information will allow the System to automatically prefill number
24 - Declarations - Name and Address of the Agent inthe Form ETA 750,

Agent Mame: |

Address: |

ity | State: | Select StatefPrwinu:ej

Zip Code; I I [
Unda | E‘éwe:l Cancal |

5. Place the cursor in the field you want to change and overwrite the information currently in the field. Make
sure to space over any additional characters.

6. Click Bl to save any changes you made, M to erase any unsaved changes and start over, or
ﬂl to exit the Employer Data page without saving your changes.
7. To delete an employer from your Employer Data in the Search results table, check the box next to the

employer’s name in the Delete column and select %I. The employer data is removed from public

access but will remain in the DOL database.

Editing Association Information

Ediit Assn Add Employer To dssn | List Of Employers nAssn |

Cahcel

1. Onthe Association Options page, select ﬂl to update the association’s information.
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The Association I nformation page is displayed.

Marme of Employer; & |SAN JOSE GROWWERS ASS0CIATION

Address: * [455 NEBRASKA AVE
|
City: * [WASHINGTON State: * | DT - USA =
Zip/Postal Code; & IEDEIEIEI |
Phone: * |20z | [2e34 |[2356 | et

|5 this an association? = & ves © Mo

Mumber of Employers 4
in Association:

Prowiding this information will allow the Syster to automatically prefill number
24 - Declarations - Name and Address of the Agent inthe Form ETA 750,

Agent Mame: [LEWS CARROLL
Address: |3875 ALICE ST.
City: [#ASHINGTON State: | DC - USA, =l

Zip Code: IEZDDB |
Unda |[ Save| Cancel |

2. Placethe cursor in the field you want to change and overwrite the information currently in the field. Make
sure to space over any additional characters.

3. Click _=2ve

Cancel |

to save any changes you made, M to erase any unsaved changes and start over, or

to exit the Employer Data page without saving your changes.

Adding Association Employers

Edithssn | AddEmployer ToAssn | ListOf Employers InAssn |

Cancel |

1. Onthe Association Options page, select Al to add a new employer to the

association.
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The Add Employer pageis displayed.

1. Name: #: I
2. Address: * I
|
City: * I State: x ISeIel::t State/Province j
ZpPostal Code [T [T Phone: — * [ [ | ext]
Save and Fietum to Employer List | SaveondAddnewEmployer | Canesl |

2. Enter the employer’s information in the displayed fields. Mandatory fields are indicated with an asterisk
(*)-

3. Click Save and Add new Employer | to save the information and add a new employer to the
association.

4, Click - Saveand Returmio EmplayerList | to save the information and view the association
employer list.

Viewing the List of Association Employers

EditAssn |  AddEmployerToAssn | List Of Employers In Assn |

1. Onthe Association Options page, select _ HstOfEmplayersinAssn | iaw a list of the association's
employers.
The List of Association Employers is displayed.
Delete
Delete Employer Hame Address City State Postal Code
O BOWIE FARMS 28 RTE1 BOWIE mMD 22334
r FILLIGREE FARMS a7 NEW YORK AVE WASHINGTOMN DC 2358499
O HAMPSHIRE FARMS 4587 MNEW HAMPSHIRE AVE WIASHIMGTOMN D 21776
r KEY FARMS 900 [NDIANA AYE WASHINGTOMN Dc 22345
Delete

H-2A Online System User Guide Page 23



2. Toedit an employer’s information, select the link in the Employer Name column.

3. To delete an employer from the association list, select the checkbox next to the Employer Name and

dlick _Delete |

Managing Employer Data (Sole Employers Only)

If you are registered as an employer and answered ‘No’ to the question: “I s thi s an associ ati on?”,
you can update your employer and (optional) agent information.

1. From any page on the H-2A system, select the _ tab. The Employer Data pageis
displayed.

Mame of Employer; % IEASTMAN FARMS

Address: * |98 WATERTOWN RD
I
City: * [WATERTOWN State: *| DE - US4 -
ZipPostal Code:  *[23ses [ |
Phone: = |88 -|623 -[4800 e

|5 this an association? * € yas & g

Providing this information will allow the System to sutomstically prefill number
24 - Declarstions - Hame and Addre=s of the Agert inthe Form ETA 750,

Agent Mame: |

Address: I

City: | State: | Select StatefPrc:vinu:ej

Zip Code: I I
Undo | Save |

Note: If you are aready registered as an Employer, the fields on the Employer Data page
will be displayed, automatically populated with the profile data you entered.

2. Place the cursor in the field you want to change and overwrite the information currently in the field. Make
sure to space over any additional characters.

3. Click M to save any changes you made or M to erase any unsaved changes and start over.
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4. On the next page, select M to return to the Employer Data page, or M to make more
changes to the employer data.

Managing Association Employers (Associations Only)

If you are registered as an employer but answered ‘Yes' to the question: “I s this an associ ati on?”,
you can add, update, and view a list of employersin the association.

1. From any page on the H-2A system, select the — tab. The Association

Information page is displayed.

| want o... Association Business Information

Add Mame of Emplover: EASTMAN FARMS
Employer to Assn. Address: 98 WATERTOWYM RD
List
City: WATERTOW State: DE
Employers in Assn. ty:
Zip/Postal Code: 23888
Phone: (B88) 623-4800 ext:
Email:
Is this an association? *Yes CMNo
Agent Hame:
Address:
City: State:
Zip Code:

bodlify | Dane |

2. Click _Modi® | t5 make changes to the association business information, or M to return to the
Employer Data page.

Adding Association Employers

1. Ontheleft side of the Association Information page, select Add...Employersto Assn. to add a new
employer to the association.

The Add Employer page is displayed.
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1. Mame:; i |
2. Address: * I
|
City = State: " [Select State/Province |
ZipiPostal Code z I— i I— Fhone: 2l I L axt|
Save and Returm to Employer List ] Save and Add new Employer I Cancel I

2. Enter the employer’s information in the displayed fields. Mandatory fields are indicated with an asterisk
(*)-

3. Click Save and Add new Employer | to save the information and add a new employer to the
association.

4. Click SovesanthRelimdc Empioyse st | to save the information and view the association
employer list.

Viewing the List of Association Employers

1. Ontheleft side of the Association Information page, select List...Employersin Assn. to view alist of
the association’s employers.

The List of Association Employers is displayed.

Delete Emplover Hame Address City State Postal Code
C BOWIE FARMS S8 RTE1 BOWIE mMD 22334
- FILLIGREE FARMS a7 NEW YORK AVE WASHINGTOMN DC 2358499
r HAMPSHIRE FARMS 4587 MNEW HAMPSHIRE AVE WASHINGTOMN DC 21776
- KEY FARMS 900 INDIAMA AVE WASHINGTOMN oC 22345
Delete

2. Toedit an employer’s information, select the link in the Employer Name column.

3. To delete an employer from the association list, select the checkbox next to the Employer Name and

dlick _Delete |
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<) MANAGING USER ACCOUNTS

The agents or attorneys of employers can create and manage user accounts for other attorneys or employees.
This feature is useful if acompany or law firm employs several people to work on visaissues and needs
several accounts to access employers H-2A records online.

Adding a User

1. From any page on the H-2A system, select the|ﬁ tab. The User Access List pageis
displayed.

Note: If you have not activated the user account feature, click

Activate User Account | in the middle of the page. On the User Information

page, select M to edit your user information. Select M to return to the User
Access List.

Delete |

edit view | Joe Louis

T | edit view |Miranda Key

Ao Meaw User ' |

2. Select Edlu e sar ‘ The User Information edit page is displayed.

3. IntheUser Information section, type the new user’s information in the displayed fields. Mandatory
fields are indicated with an asterisk (*).

4. Inthe Login Information section, type the new user’s username and password. Both must be 815
characters long, and the password (only) must contain one special character (*, %, @, &, etc.) and at
least one numeral (0-9). Select a Secret Question and enter a Secr et Answer.

5. Inthe Security Access section, select the box(es) next to the access level(s) you want the user to be
given.
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Fegistered as:; Agent
First Name: i |
Last Marme: 5 |
Address: = |
!
City: * | | 51319;*[Seled State/Province L{
ZipiPastal Code: * |—|—
o -
[ I
Ermail: i |

e respect your privacy and will keep your email address confidential. The email
address is needed to send your usermnamefpasanard in the ewvent you forget them.

Username: = |
Password: & I Canfirm Password:*l

Froviding a unique username and pasaword will be the "key" to accessing the H-24
Online System. Username and Fasamard must be 8-15 characters long. Usemmame
cannot contain special characters. Pasaword must contain at least a number and a
special character (&, @, %, H, et

Secret Question: 3 |Se|ect Secret Question j

Secret Answer: g I

T Manage User Accounts [T EditH-2As
[T Edit Employer Data [T AddiReuse H-2As
[ Add MNew Employer [T wWithdraw H-2As

[T Delete Employer

Undo | :-E;Bwe_l Canr:ell

6. Click M to save any changes you made, M to erase any unsaved changes and start over, or

ﬂl to exit the User Information page without saving your changes.

Viewing, Editing, and Deleting User Accounts

1. Todisplay auser’s account information for review, select ¥iew next to a user name in the User Access
List table. The User Information view-only page is displayed.
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Done

Cancel |

to exit the Employer Data page without saving your changes.

2. Select M99 | it you want to edit the displayed information. Select to return to the User
Access List.
3. To edit auser’s account information, select dit next to a user name in the User Access List table. The
User Information edit page is displayed.
Registered as: Agent
First Marne: # |Daruthy
Last Mame: G |Parker
Address: = |834 Elrn St
City: i |gkn_where [ State* | MU - LUSA ﬂ
ZipiPostal Code: i |_34234 I
Fhone: * |88 - [776 - [5443  ex
Fax I I I
Email: # Iparker.duruthy@dul.guv
MWe respect your privacy and will keep your email address confidential. The email
address iz needed to 2end vour uzernamepasanerd in the event vou forget them.
Usernarme: i Iduruthyparker
Password: = I Confirm Passwurd:*l
Froviding 3 unique usemame and pasamard will be the "key' to accessing the H-ZA
Online System. Username and Pasanord must be 8-15 characters long. Username
cannot contain special characters. P asamord must contain at least a number and a
zpecial character (&, @, %, §, etc).
Secret Question: * |What was the name of your first school 7 :]
Secret Answer 2 II_INK
W Manage User Accounts [ EditH-2As
[T Edit Employer Data ¥ AddiReuse H-2As
[~ Add Mew Employer ¥ withdraw H-245
[T Delete Employer
LUndo | Save | Cancel |
4. Edit the fields you want to change and overwrite (or check/uncheck) the information currently in the
field. Make sure to space over or delete any additional characters.
. Sawve | Undo |
5. Click to save any changes you made, to erase any unsaved changes and start over, or
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6. To delete a user account (other than your own), check the box next to the user’s name in the User

Access List and select ﬁl. The user information is removed from public access but will remain in
the DOL database. Y ou may also delete multiple user accounts by checking the box next to each user
listed, and selecting the Delete button.

Delete |
Delete  User(fistamelastame)

edit view | Joe Louis

T | edit view |Miranda Key

Add Mew User I

6 SUBMITTING H-2A | NFORMATION FOR ASSOCIATIONS

The H-2A Online System allows employers and agents to easily prepare an H-2A application and print it for
submission to DOL. The online data entry allows faster processing of H-2A gpplications and the ability to edit
an H-2A application if its determined that modifications are necessary.
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As an association of employers, you may add multiple employers, crops, and crop activities to your H-2A
application. If you are a joint employer with other employer-members, or the agent of employer-members,
you must enter information for each association employer after completing the Form ETA 750.

Completing the Form ETA 750

1. From any page on the H-2A system, select the _ tab. The Search H-2As page is
displayed by default.

2. Click CREATE CASE

Note: If you are an attorney/agent and have not yet created an Employer record, a
message is displayed directing you to do so now. Follow the instructions provided in
Chapter 4, Managing Employer Information — Adding a New Employer of this User
Guide, then proceed to step 4.

If you have registered as an attorney/agent and have created multiple employer records, you will
be given the choice of employers for whom to submit an H-2A. Select the apply hyperlink to
submit an H-2A associated with the selected employer.

apply | GOATS BY JOHM WASHIMGTON DC 202-THB-6867
apply | MERRYWALE FARMS GREEMBELT ]n] 301-888-66E6S
apply | SAN JOSE GROWERS ASSOCIATION WASHINGTON (B] e 202-234-23456

If you have registered as an employer-association, you will be directed to the Create Case
Infor mation screen.

3. The Create Case I nformation screen is displayed. Select Y es or No to the questions posed and click

MNext Page |

* |z the alien namead? ves 0 Mo O

* |z cresy leader infarmation provided? ves & Ho €

Text Page |

Adding Alien Information

1. If you answered that the alien is named on the application, you will see Step 1 of 4 — Form ETA 750,
where you have the option of adding aliens to the H-2A application. In fields (1) and (2), enter alien
information such as name and address.
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1. Alien's First Mame: Middle Mame: |

|
Last Mame: | | Maiden Name: |

2. Present Address of Alien: I

City: |
State: I_Select STEI.'(E!!-"PI’DVinCE."‘-\ﬂ FipiPaostal Code: I—I_
Province: I country: I
3. Type of visa: I
Add New Alien |
Alien Name Alien City alien Country Type of Visa

Mo Aliens entered.

e DR

‘NextPage | Cancel |

2. Infield (3), enter the alien’s type of visa held.

Add New Alien

3. To savethe alien information and add another alien record, click
Aliens is redisplayed with the new entry listed.

The List of

of 4 of the Form ETA 750 application, go to item 5 below.

Note: If you're finished adding aliens to the application and want to continue with Step 2

Tip: Besureto click Add New Alien

page:

| to save the most recently added dien
information. Y our new addition will gppear inthe List of Aliens at the bottom of the

Alien Name Alien City Alien Country Type of Visa
| Lisa Rodriguez Taranta Canada
| David Chin Washington UBA
| Wendy Jones San Diego LISA,
_ Editdlien | Deletedlien |

4. To edit or delete an alien, select the alien using the button to the left and click the appropriate button at the

bottom of the table.
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5. To continue to Step 2 of the Form ETA 750, click ml. Step 2 of 4—Form ETA 750 is
displayed.

Completing Step 2 of the Form ETA 750

1. InStep 2 of 4—Form ETA 750, you will enter additional alien employment information, including
address of alien’s workplace and employment specifics.

Note: Employer information in fields (4), (5), and (6) should be pre-populated from the
Employer Data section of the H-2A website.

Note: If you answered that the alien is not named on the application, thiswill be Step 1 of
3 in completing the Form ETA 750.

4. Name of Employer: I0WA PIG FARMERS ASSOCIATION
5. Telephone: (333) 444-9573  ext:
6. Address: GEY UBBEMN AVE
City: WILLIAMS State: |A
Zip/Postal Code: 55643

7. Address Where Alien Wil Wark I
(it different than item &):

City: |
State: ISeIed State.*l Zip/Postal I I
: Code:
4. Mame of Job Title: % I
10. Total Hours PerWeek * @ Basic I h. Owertime: I
11. Work Schedule (Hourly): * I =¥ * I B
12. Rate of Pay a. Basic: 5 I per * ISeIect RBate Per ;,l
b. Cwertime: 5 I perhour

13. Describe Fully the job to be & ﬂ

Perormed (Duties):

Previous | Next| Cancel |
2. Enter the address where the alien(s) will work in field (7).
3. Infields (9) through (13), enter employment specifics:
Field (9) — Enter the Job Title for the alien.
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Field (10) — Enter the Total Hours per Week that the aien(s) will be working. @) Basic hours,

and b) Overtime hours.
Field (11) — Enter the normal Work Schedule.

Field (12) — Enter the Basic and Overtime Rate of Pay and the Unit (per Hour, Week, etc.)

Field (13) — Fully describe the Job Duties of the alien(s).

Mext Fage Frevious FPage

Click to continue to Step 3 of Form ETA 750. Click

| to return to Step 1

of Form ETA 750.

Completing Step 3 of the Form ETA 750

1. In Step 3 of 4—Form ETA 750, you will enter alien experiential information and additional employment

specifics.

Grade School:

I_ High Schoaol: I_ College: I_

EDUCATION

(Erter nurber of College Degree Reqguired {(specifi): |

Bars)

major Field of Study: |

Mo. s, % I Mo, Mos.: *I
TRAIMIMNG

Type of Training: |

Related Occupation Mo Yres: * | Mo, Mosg.: * I
EXPERIENCE

Related Occupation (specify): & |

2. Infields (14), enter the minimum education, training, and experience necessary for a worker to perform

the job duties satisfactorily:

Enter Education information, including minimum number of years in Grade School, High

School, and College.

Specify a College Degree Required for the job under consideration, if applicable.

Enter aMajor Fidd of Study necessary to perform the job duties, if applicable.

Enter the minimum number of Years, Months, and Type of Training necessary to perform the

job duties.

Specify the minimum number of Years and Months of experience in, and Name of, a Related

Occupation that would qualify the worker for this job.

3. Enter any other Special Requirementsin field (15).
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148. Other Special Reguirements: :_l

16. Occupational Title of Person Wha Will Be « |
Alien's Immediate Supervisor:

17, Mumber of Employees Alien Wil Supervise: I

ProviousPags | NextPage | Cancel |

4. Infield (16), enter the Occupational Title of the person who will supervise the alien’s work.

Enter the number of employees the alien will supervise, if applicable, in field (17).

Previous Page

6. Click to continue to Step 4 of Form ETA 750. Click | to return to

Step 2 of Form ETA 750.

Completing Step 4 of the Form ETA 750

1. In Step 4 of 4 —Form ETA 750, you will describe the efforts made to recruit U.S. workers prior to
applying for H-2A certification, make a declaration of authenticity of the H-2A application, and provide
agent information, if applicable.

A Mo.oof Openings To Be Filled By ™ |9
Aliens Under Job Offer;

B. Exact Dates You Expect To Ergr |5II.I-| 4;"2[”]3 | o+ |5II.I-| 2;"2[”]4

Emplay Ali
Ao da Enter from and to date in the correct format (mmfddinnn

2. Infidd (21), describe the efforts made by the employer to Recruit U.S. workers and the results of those
efforts.

3. Enter the employer’s Full Name and Title in section (24).

Mame: i |

Title: & |
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4. Enter the Name and Address of the Agent of the employer in the last section.

Marme of Agent:

I
Address of Agent: |
I

City: | State: |Sele|:t StatefPrwince;I
Zip Code: | |

Previous Fage | Previewl “Zawve 750 | Save & Continue wiAssn, | Cancell

5. At the end of this step, you have several choices of navigating through the H-2A Online System.

If you want to view the completed Form ETA 750 and verify its accuracy before submitting it,

. Presiew
click

If you want to scroll though the forms to make any needed corrections, click
Frewvious Fage |

If you want to save the Form ETA 750 and return to the Sear ch H-2As page, select ﬂl.
See Chapter 9, Searching and Managing H-2As, for information on searching, viewing, and
printing your H-2A application.

If you want to save the Form ETA 750 and begin entering association information, click
Save & Continue wiAssh,

If you want to return to the Search H-2As page without saving the Form ETA 750, click

Cancel

Adding Association Employers to the Application

1. If you are registered as an agent for an association, or as an employer-association, you will add
association employers to the H-2A application before starting Step 1 of the Form ETA 790. If the
application is not for an association, the system will navigate you directly to Step 1 of the 790. See the
instructions on p. 40.

2. Onthe Association page, you see three tables: an Association List, a List of Association Employers,
and atable of Crop Information. Above the first table, you can select from the drop-down menu an
association that’s already been added to the system, if it is not displayed by default.
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s . ETA Case Number: R2-03183-00144
Association List

Association:  [gAN JOSE GROWERS ASSOCIATION =
Selectthe association from the drop down list. search |

Click the "Employer Hame™ hyperlink to he added to this application.

Employer Name City State Postal Code

BOWIE FARMS BOVWIE ] 22334
FILLIGREE FARMS WASHINGTON oC 239499
HAMPSHIRE FARMS WWASHINGTON D 776
KEY FARMS WASHINGTON oC 22345
Add New Emplayer

Click L to populate the Association List with the employers in the selected association.
3. If the association you entered in the ETA 750 is not listed in the menu, select Association Not in List,
which is the default option. To add a new employer to the Association List and the application, click

g e EmplRTet | A blank Employer Information page is displayed (see Adding a New

Employer to the Application List below).

4. If your association islisted in the Association drop-down menu, the employers in your association are
displayed in the Association List.

To add an employer from the list to the H-2A application (and enter crop information), click the hyperlinked
Employer Name.

Note: The Crop Information table is not populated until employers are added to the List
of Association Employers and crop information is entered for each employer.

5. The Employer Information page is displayed with the employer’s information at the top.
(Employer Informatien for SAN JOSE GROWERS Assocmamon

1. Emplmmr Hama = |BEI'-.|’1"IE FARMS
2. Addreas: * |§ RTE 1
ity L- |EF|:I'-.-'~"IE Azt z '|MI:I -U=s =
ZipiPostal Coda * [zz714 I Phona *laea {778 . 5443 El'-1|
3. Stait Dale: > 003 E End Dale. N 1173002009 m
Erer start date and end 4302 in1he cormect Tormat (mimicdtdisd
4. Total Waorkars Employad x l_ Total H-2& Workars: L l_
5. Twps HOUEing. #
MH -Mokille Home, BL - Block, W - Wiood Frame
Housing Lacatan Caumnty: L CApRCiy Tolal L
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6. Make any necessary changes to the Employer Information in the top section. Enter the Total Workers

Employed, Total H-2A Workers, the Type of Housing, the Housing L ocation, and the Total Capacity
of Housing.

Adding Crop Information

1. Inthelower section, select the Crop and Crop Activity associated with each crop. Enter the Flat Rate
and Time if the worker is paid by time. Enter a Piece Rate and Unit if the worker is paid by crop units.
Enter an Estimated Hourly Rate Equivalent for the worker(s) and the Crew L eader’s Wage Rate.

T mnitd o ety i processmg your ap phcation, do nok ‘Sdd flev Crop® using diver sfied crop, wgetables, frs, or mis.
g = [seleciCap = Autvi®  [BelecMein Adivity 2]
Please enker gither the Fat Rate and Time or the Piece Rabe and Und,
Flat Riste: | [zelact Tima =] Fisce Rate: [ [ S=lact Unit =l
EstHounyRateEquae + [ | il niage Rate; j—

Aedd This Crag |

Add This Crop

Click | to add the crop to the employer’s information. A new table displays the added
Crop Information at the bottom of the page.

Crop Hame Activity Flat Rate Piece Rate Hourly Rate
[ & Apricots Harwesting 8.25 2.25

EditCrop | Delete Crop |

Note: If the crop to be added is not listed in the drop-down Crop menu, click
| Add New Crop

I and enter the crop name in the Crop fidd.

. . . Add This Crop |
2. To add more crops to the employer’s information, repeat Step 1 above and click S )
The Crop Information list is populated with the added crops and their rates.
Crop Hame Activity Flat Rate Piece Rate Hourly Rate C/ Wage Rate
0 Apple Harvesting 2.00 8.25 9.00
o Pear Harvesting 2.00 8.25 9.00
@ Berry Harvesting 8.25 8.25 9.00
@ Watermelon Harvesting 8.25 8.25 5.00
Edit Crap Delete Crop
. Sanve & Beturn to Assn. List
3. Click L

to return to the Association List. The third table (Crop

Information) is populated with the employer and the related crops you entered. This employer and their
crops will be added to the H-2A application.
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Employer Hame Crop Hame Activity Flat Rate Piece Rate Hourly Rate
BOWWIE FARME Apricots Harresting 8.25 3.25
BOWWIE FARME Plurms Harresting 8.28 2.28
FILLIGREE FARMS Broomecarn Harvesting 8.25 8.24
FILLIGREE FARMS Com Harvesting 8.25 8.25
HAMPSHIRE FARMS Garlic Harvesting 8.25 8.25
HAMPEHIRE FARMS Lima Beans Haresting 2.28 3.28

4. If more than one employer is listed on the H-2A application, select their name(s) from the second table
(List of Association Employers from Application List), asin Step 4 of the previous section, or choose

Add New Employer | from the Association List to add an unlisted employer that appears on the

application.

2, , ETA Case Number: R2-03183-00146
Association List

hssociation:  [=an JOSE GROWERS ASSOCIATION [F]
Selectthe association from the drop down list.

Click the "Employer Name™ hyperlink to be added to this application.

Employer Name City State Postal Code
BCOWWIE FARMS BCOWIE D 22334
FILLIGREE FARMS WASHINGTON oc 23994
HAMPEHIRE FARMS WASHINGTON Oc 21776
KEY FARMS WASHINGTOMN Oc 22345
Add New Employer |

List of Association Employers from Application List

Employer Hame: I

Selectthe employer you wish to edit or delete.

Employer Hame City State | Postal Code Start Date End Date Total H-2A Workers
| BOWIE FARMS BOWIE MO 22334 093072003 1143002003 3
™ |FILLIGREE FARMS WWASHINGTOM [nles 23999 093072003 113002003 3
| HAMPSHIRE FARMS WASHINGTOM Bles 21776 09/30r2003 113002003 2
Edit Employer | Delete Emplover |

5. To edit or delete an employer from the List of Association Employers, select the radio button next to
the employer and click the appropriate button at the bottom of the table.

6. When you are finished adding employers and crops to the List of Association Employers, click
Save & Continue w/790

to proceed with entering data for the Form ETA 790.
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Adding a New Employer to the Application List

If the application names association employers that are not currently in the H2A CMS database, you can add
them to the Association List and the List of Association Employers.

1. After you have selected an association at the top of the page (even if it's Association Not in List), on the

Association List, click Add Hew EMpIover | A plank Employer Information pageis displayed.

1. Empicysr Hame: =
1. Address: il |
Cibyr T. | Siate: E IS-eled Sbu.be.'Prwm:E_':j
DpFoatal Codn . | ] Phone: X | i ; At
3. BlariDak: - ||]9.I'3[||'E|:l[|3 2E] Enid Dalg; " |11|.'3|1|-3[||:|3 H
Eriar slari dale and end daba in the corect Tormal imovcdrsyyd
4. Todal ¥Workars Emploved " | Todal H-25MYorkars B I
i, Trme Housing = |
MH - Mobile Homa, BL - Bock, WWF -¥Yood Frame
Hauzing Locaton Coute L | Capanky Tokat i I

2. Add employer data in the top section of the page, and crop information in the bottom section. (See the
above sections Adding Association Employers to the Application and Adding Crop Information for
detailed instructions.) The new employer is added to both the Association List and the List of
Association Employers.

Employer Name City State | Postal Code Start Date End Date Total H-2A Workers
| BOWIE FARMS BOWIE MD | 22334 0%30/2003  [113mz2003 |3
¢ | FILLIGREE FARMS WASHINGTON DC | 2399 0%30/2003 (11302003 |3
| GERMANTOWMN FARMS GERMANTOWN (WD | 23830 0w30/2003  [11i3mz003 |2
€ | HAMPSHIRE FARMS WASHINGTON DC  |21776 03002003 (11302003 |2
EditEmployer |  Delete Emplover |
3. Click Sawve & Cantinue w/730 | to proceed with entering data for the Form ETA 790.

Completing the Form ETA 790

1. If you are on the Sear ch Incomplete Cases page, select the case hyperlink in the ETA Case Number
column of the search results table to return to the case. (See Chapter 9 8Searching Incomplete Cases for
detailed instructions) Otherwise, you will enter the Form ETA 790 from the Form 750 application.

2. InStep 1 of 5—Form ETA 790, you will enter crew leader/worker information for the job specified in
the Form 750, if you selected ‘ Yes’ to the Crew Leader question on the Create Case Information
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screen. Otherwise, you simply need to provide the Number/Type of Workers Requested and review
the employer information for accuracy.

Note: Employer and period of employment information should be pre-populated from the
Form ETA 750.

3. Enter Name and Address information for the Preferred Crew L eader/Worker.

4. Select the Leader’s Functions and enter the Number of Individual Workers and Families.

7. First Marme: = |
Last Mame: & |
Address! @ |
|
City: i | State; *|Select State/Frovince j
ZipiPostal Code: = [
Fhone: = | | |
[T Superises
Leader's Functions: :: ;;avr;spur‘[s
[T Asszurnes 03I
2 F;%.U‘Lygtnz;:fwnrkers Taotal Mumber: 9 Mo Individual: *I_ Ma. Family: *I_

THext Fage | Canc:ell

Mext Page

5. Click to continue to Step 2 of Form ETA 790.

Completing Step 2 of the Form ETA 790

1. InStep 2 of 5—Form ETA 790, you can edit or delete crop information for the employer(s) specified in
the Form 750.
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Employer Hame | Crop Name Activity Flat Rate Piece Rate Hourly Rate | C1 Wage Rate
0 |MEL FARMS Poultry Care
O |MEL FARMS Cattle Care
 |KEYFARMS Cranberry Harvesting
 |KEY FARMS Hay Harvesting
0 |KEYFARMS Wigtermelan Harvesting
_Editcrop | Delete Crop_|

Note: Any Crop(s) listed in Step 2 was created in the Association Employer s section of
the Form ETA 750. Return to the Search Incomplete Cases page, select the case, and

dlick | EditAssnini | o enter additional crops and wage rate information, if applicable.

2. Toedit or delete a crop or its wage rates, select the crop using the button to the left and click the
appropriate button at the bottom of the table. An Edit Crop Info window is displayed.

o mie] ol 1 OIS SNG YOur APENCTION, 0 e A0 Nw Crop ushg g s orop, vegetablas, (s, or s,
5 crop [Flums =] atibty [Foresing &)
Flat Rale: Bz [Fawie = Fiece Rale [ [Select Uni =l
Est HouHy Rate Equiy [pzs | cwegerste [ atachment b [
Eawe Ciop

3. Edit the crop information as necessary. Also enter the Wage Rates Attachment Number in the field
provided.

Note: If you are editing the current crop information the crop and activity should be pre-
populated in the drop-down menus.

4. To save the crop and wage rate information, click Mp_l The Crop Information list is
redisplayed with the edited entry.

Employer Hame | Crop Hame Activity Flat Rate Piece Rate Hourly Rate | C1 Wage Rate
' |MEL FARMS Poultry Care 8.25 8.25 9.00
 |MELFARMS Cattle Care
| KEY FARMS Cranberry Harvasting 1.25 825 a.00
| KEY FARMS Hay Harvesting
0 |KEY FARMS Watermelon Harvesting
_EditCrop | Delets Crop_|
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Continue editing (or deleting) crops until al rates are entered.

6.

To continue to Step 3 of the Form ETA 790, click %l Step 3 of 5— Form ETA 790 is

displayed. To returnto Step 1 of the Form ETA 790, click e e

Completing Step 3 of the Form ETA 790

1.

3.

4.

In Step 3 of 5—Form ETA 790, you will specify worksite and housing information for the job(s) listed
in the Form 750.

In the first section of Step 3, enter hourly work information and Job Specifications, including the
number of the Job Specifications attachment.

10. Anticipated Hrs ofWark
periWeak:

Mormal Hours FPer Day Sunday; *I Monday: *I Tuesday: *l Yiednesday; *I
Thursdav:*l . Fridav:*l Saturday:*l

Manage farm workers.

45

11. Job Specifications: =

Attachrment Mo B I

il

Enter the Work Site L ocation, Directionsto the Worksite, and the Location and Direction to Housing
Attachment Number in the next section.

12, Work Site Location: *

Direction toWork Site:

Attachment Mo 7 I

ekl i

In the third section of Step 3, enter any Board Arrangements and the Board Arrangements Attachment
Number.
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13. Board Arrangements: ez | j‘]
),

Attachiment Mo % I [

5. Enter the Housing L ocation, Housing Description, and Housing Attachment Number in the fourth
section of Step 3.

14. Housing Location: =

Housing Description:

Attachment Mo I

S MR

6. Inthelast section of Step 3, enter information about the Number and Capacity of Housing Units for
workers listed in the H-2A application.

Barracks: = I— Total Capacity. * I—
Family Units: % I_ Total Capacity. * I_
Single Roams: & |_ Total Capacity, * I_
Autharized Capacity: & I—

Previous Page | NextPage | Cancel |

7. Select NLPage_l to continue to Step 4 of the Form ETA 790. To go back to Step 2, select
Frevious Fage |

Completing Step 4 of the Form ETA 790

1. In Step 4 of 5—Form ETA 790, you will specify referrals and transportation arrangements for the job(s)
listed in the Form 750, and enter agent information, if applicable.

2. Inthefirst section of Step 4, enter Referral Instructions and the Referral Instructions Attachment
Number.
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14. Referral Instructions: i l

Attachment No.; % I '

3. Inthe next two sections of Step 4, select whether any collect calls to workers will be accepted by the
employer, and enter Transportation Arrangements and the Transportation Arrangements Attachment
Number.

16. Collect Calls Accepted: By Ernplover: = T ves O po

" Arrangements:

Attachment Mo # I |

17 Transportation = | ;l

4. Enter Agency Representative information, including the agent’s Job Title, in the last section of Step 4.

Marme: |
Fhone: I I I
Title: |

*fﬁﬂw;mugﬁagg | P’raxwwl Sawve 790 ]Haid>| Cia.r:u:ell

5. Atthe end of this step, you have several choices of navigating through the H-2A Online System.

- If you want to scroll though the forms to make any needed corrections, click Frevious e

- If you want to view the completed Form ETA 790 and verify its accuracy before submitting it, click
Frewview

- If you want to save the Form ETA 790 and continue to Step 5 to print out your application, select
Save 790

- If you want to place the case on Hold to submit it at a later time, select HLHI
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- If you entered Agent information on the Form ETA 750, you can click

Save & Continue w/G28 | to continue to the Form G-28. See Chapter 8, Submitting G-28
Information for instructions on entering a G-28.

Completing and Printing Your H-2A Application

1. If you choose to Save the Form ETA 790, in Step 5 of 5—Form ETA 790, you will print both Forms
750 and 790 to send to your DOL Regional Office for certification analysis.

Note: Your H-2A Application isnot complete or ready for determination
until DOL receivesthe entire application package by postal mail, including
FormsETA 750, 790, and attachments.

j Faesign Labsr Cartilication, Yecies 20 - Hcmaoit Intmnet Explmer previded by Dagartmest of Labar - ETA

Fle B4 Wew Fasim Tode Hip
LoR A S B [ Bfis BE TR BRCRERS e (LR
gkhuas (] hip /1 BB BT 11 1. 250 Mat_dwilatey shodt ook ootpoemparicene) (Eoaes =R 0050 JERZER e 1 22620 CF T DRE N5 PTG hoa

ETA  Foreign Labor Certification — .

SLLEATIONS CERTIHCAI NS WALE IW=L FICLMERTS | COMPALT

Print ¢ ign

FORM ETA 750 & FORM ETA 780

ATTEMTION;

1. You must have Sdobe Acrobat Reader 4,0 or higher to view the POF forme Cick sers 0o dowmioad oy,

2. Thefile sontaining Forms ETA TEO.790 andior 0-28 ks 2 large file and may ke up te 90 seconds to
Gownicad.

3, W recommend that you print and read the fegmnlly sshed denstioss s8ctian

4, I you wish to save the Forms ETA TSQT90 and'ar G-28 file on your personal computer, you may
salect the Bave® icon (the disk mage) from the Aorobat Reader when the file contansng Forms ETA
TS0/TE0 andior G-22 (s displayed From the Save 58° dilogue box, select a file lockHon. enber a
fMaenams, and cheoss "Rave'

After printing the application cics e f wou wish to create another case. Select the "“Search H-2As"
tab above to search slectronically submilted H-2As, When you have completed your onlire
session, click Togout” above to properly exit the H-2A Online System,

2. To print both Forms ETA 750 and 790, click the large
of the page.

button in the middle
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Note: You must have Adobe Acrobat Reader 4.0 or higher installed on your computer to
print the Forms ETA 750 or 790.

A separate Adobe Acrobat window will appear from which you can review the completed Forms
ETA 750 and 790.

Print them both together on your local printer by clicking the & icon on the PDF form.

Y ou can aso save the completed forms to your computer’s hard drive by selecting the A icon on
the PDF form.
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7 SUBMITTING H-2A INFORMATION FOR NON-ASSOCIATIONS

The H2A Online System allows employers and agents to easily submit H-2A datato DOL prior to sending a
complete Labor Certification package for certification determination. This alows faster processing of H-2A
applications and the ability to edit H2A dataif it's determined that modifications are necessary.

As a single employer, your Employer Data from the H-2A Online System will be used to populate the
employer information in Forms ETA 750 and 790.

Completing the Form ETA 750

1. From any page on the H-2A system, select the — tab. The Search Cases page is
displayed by default.

2. Click CREATE CASE

Note: If you are an attorney/agent and have not yet created an Employer record, a
message is displayed directing you to do so now. Follow the instructions provided in
Chapter 4, Managing Employer Information — Adding a New Employer of this User
Guide, then proceed to step 4.

If you have registered as an attorney/agent and have created multiple employer records, you will
be given the choice of employers for whom to submit an H-2A. Select the apply hyperlink to
submit an H-2A associated with the selected employer.

apply | BICYCLES BY BERTHA SAM JOSE CA 888-453-5366
apply | HARRISOMN'S BICYCLES WASHINGTOMN O 222-333-4455
apply | MIRANDA'S HAMDBAGS WASHINGTOMN Dc 333-444-5556

If you have registered as an sole employer, you will be directed to the Create Case
Information screen.

4. The Create Case Information screen is displayed. Select Y es or No to the questions posed and click
Mext Fage |

* |5 the alien named? ves O Mo O

* s crewy leader information provided? ves & Mo ©

Text Page |
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Adding Alien Information

1. InStep 1 of 4—Form ETA 750, you have the option of adding aliens to the H-2A application. In fields
(2) and (2), enter alien information such as name and address.
1. Alien's First Mame: | Middle Mame: |
Last Mame: | Maiden Mame: |
2. Present Address of Alien: I
ity |
State: ISeIed StatefProvinc:e;ﬂ Zip/Postal Code: I—I_
Frovince: I Country: I
3. Type of Visa: I
Add New Alien |
Alien Hame Alien City Alien Courtry Type of Visa
Mo Aliens entered.
iy e
‘NextPage | Cancel |
2. Infield (3), enter the type of visa held by the dlien.

3. Tosavethe dien information and add another aien to the application, click
List of Alienslist is redisplayed with the new entry listed.

Add New Alien

The

of 4 of the Form ETA 750 application, go to item 5 below.

Note: If you're finished adding aliens to the application and want to continue with Step 2

Tip: Besureto click Add New Alien
information. Y our new addition will gppeer inthe List of Aliens
page:

| to save the most recently added dien

at the bottom of the

Alien Hame Alien City Alien Country Type of Visa
| Lisa Rodriguez Taronto Canada
| David Chin Washinaton LISA
| Wendy Jones San Diego USA
EditAlien | Deleto alien |
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4. To edit or delete an alien, select the alien using the button to the left and click the appropriate button at the
bottom of the table.

5. To continue to Step 2 of the Form ETA 750, click _ NextPage | Step 2 of 4— Form ETA 750 is
displayed.

Completing Step 2 of the Form ETA 750

1. InStep 2 of 4—Form ETA 750, you will enter additional aien employment information, including
address of alien’s workplace and employment specifics.

Note: Employer information in fields (4) to (6) should be pre-populated from the
Employer Data section of the H-2A website.

2. Enter the address where the aien(s) will work in field (7).

3. Infields (9) through (13), enter employment specifics:
Field (9) — Enter the Job Title for the alien.

Field (10) — Enter the Total Hours per Week that the alien(s) will be working. @) Basic hours,
and b) Overtime hours.

Field (11) — Enter the norma Work Schedule.
Field (12) — Enter the Basic and Overtime Rate of Pay and the Unit (per Hour, Week, etc.)
Field (13) — Fully describe the Job Duties of the aien(s).
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4. Name of Employer: JOHMSON'S HEM FARMS

5. Telephone: (703 444-5656  ext:

6. Address: 556 HEM HIGHWAY
City: FAYETTEVILLE State: HC
fip/Postal Code: 33445

7. Address Where Alien Will Work |

(if different than iterm &):

FPerformed {Duties):

City: |
State: [Select State 7] gi;DJLF;?stal |— . |_
9. Mame of Joh Title: i I
10. Total Hours Pereek * g Basic I— b. Overtime: I—
11. Work Schedule (Hourly: il I— Nk = I— e
12. Rate of Pay a. Basic: *§ I— per # W
b. Overtime: § Ii per hour
13. Descrihe Fully the job to be &

Previous | Next| Cancel |

4. Click ml to continue to Step 3 of Form ETA 750. Click Previous Page |

Step 1 of Form ETA 750.

Completing Step 3 of the Form ETA 750

to return to

1. In Step 3of 4—Form ETA 750, you will enter alien experiential information and additional employment

specifics.
Grade School: | High Schoal: | College:; I '
EDUCATION . )
(Enter number of | ©ollege Degree Required (specify): I
ears)
hdajar Field of Study; |
Mo rrs.: * I Mo, Mos.: *I
TRAIMIMNG
Type of Training: i I
Related Oceupation Mo, Yrs.: * I Mo, oS * I
EXFPERIENCE
Related Occupation (specify): ¥ |
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2. Infields (14), enter the minimum education, training, and experience necessary for a worker to perform
the job duties satisfactorily:

Enter Education information, including minimum number of years in Grade School, High
School, and College.

Specify a College Degree Required for the job under consideration, if applicable.
Enter aMajor Field of Study necessary to perform the job duties, if applicable.

Enter the minimum number of Years, Months, and Type of Training necessary to perform the
job duties.

Specify the minimum number of Years and Months of experience in, and Name of, a Related
Occupation that would qualify the worker for this job.

148, Other Special Reguirements: ;'

16. Occupational Title of Persaon Who Will Be " I
Alien's Immediate Supemvisor:

17, Mumber of Employees Alien Will Supervise; I

Previous ] Neﬁdl Cancel |

Enter any other Special Requirementsin field (15).
Infield (16), enter the title of the person who will supervise the alien’s work.

5. Enter the number of employees the alien will supervise, if applicable, in field (17).

6. Click m to continue to Step 4 of Form ETA 750. Click Pievieysbete | to return to
Step 2 of Form ETA 750.

Completing Step 4 of the Form ETA 750

1. InStep 4 of 4—Form ETA 750, you will provide important job information, describe the efforts made to
recruit U.S. workers prior to applying for H-2A certification, make a declaration of authenticity of the H-
2A application, and provide agent information, if applicable.

2. Complete section (18) only if the job(s) to be filled is temporary.

A Mo of Openings To Be Filled By * I
Aliens Under Job Offier:

B. Exact Dates You Expect To b ,I Tar * I

Employ Alien
BIRE Enter from and to date in the correct farmat (mmfddisand

Infield (A), enter the Number of Job Openingsto be Filled by the Aliens.
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Infield (B), select the Exact Dates You EXpeCt to a Calendar - Microsoft Intemnet ___ [ij[=] B3

Employ tthIien for the period of need relating to thisH- |
2A application. [ f==) (1= [ Prinl [ (=) [ (=21 |

Y ou can manually type a date range in the Date fields (in T
mm/dd/yyyy format), or you can click the associated EIITEE{;EEE,:I;
calendar icons to display the calendar and select a date on -|3__|;_|1_'3—|1_1_|1_2_-
the calendar to auto-populate the Date fields. -|1_5_|1_ﬁ_|1_?_|1_8_|1_9_-
Click E in the upper right-hand corner of the Calendar BNz 2z 2s |2z = B2
window to close the window. Bl o ek |

3. Infield (21), describe the efforts made by the employer to Recruit U.S. workers and the results of those
efforts.

4. Enter the employer’s Full Name and Title in section (24).

Mame: & |

Title: * |

5. Enter the Name and Address of the Agent of the employer in the last section.

Mame of Agent:

|
Address of Agent: |
|

i | State:  |Select State/Province _'v_]

Zip Code: I I

Previous Page | Preview | Save7s0 | Save & Continuew730 | Cancel |

6. At the end of this step, you have several choices of navigating through the H-2A Online System.
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If you want to view the completed Form ETA 750 and verify its accuracy before submitting it,

. Presiew
click

If you want to scroll though the forms to make any needed corrections, click
Frevious Page

If you want to save the Form ETA 750 and return to the Sear ch Cases page, select ﬂl.
See Chapter 9 Searching and Managing H-2As for information on searching, viewing, and printing

your H-2A application.

If you want to save the Form ETA 750 and continue on to the Form ETA 790, click
Sawve & Continue w7490

Completing the Form ETA 790

1. If you are on the Sear ch Incomplete Cases page, select the case hyperlink in the ETA Case Number
column of the search results table to return to the case. (See Chapter 9 §Searching Incomplete Cases for

detailed instructions) Otherwise, you will enter the Form ETA 790 from the Form 750 application.

In Step 1 of 5—Form ETA 790, you will enter crew leader/worker information for the job specified in

the Form 750, if you selected ‘ Yes’ to the Crew Leader question on the Create Case Information
screen. Otherwise, you simply need to provide the Number/Type of Workers Requested and review

the employer information for accuracy.

Note: Employer and period of employment information should be pre-populated from the
Form ETA 750.

3. Enter Name and Address information for the Preferred Crew L eader/Worker.

4. Enter the Leader’s Functions and the Number of Individual Workers and Families.
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7. First Marme: 12

Last Mame: & |
Address: 2 |
City: i | State: *|Select State/Province j
ZipiPostal Code: G I I
Fhone: = I I I

[T Supervizes
Leader's Functions: :: TEmB{nS

Pays
[T Assurmes DASI
8. Mo, Type of workers

requeygted: Total Mumber. 3 Mo, Individual:*l Mo. Famil\,r:*l

NextPage | Cancel |

5. Click _NetPage | it Step 2 of Form ETA 790.

Completing Step 2 of the Form ETA 790

1. InStep 2 of 5—Form ETA 790, you will add or edit crop information for the job(s) specified in the
Form 750.

To avoid delay in processing your application, do not *Add New Crop® using diversified crop, vegetahles, fruits, or nuts.

Crop: x ISeIed Crop j | Add New Crop Activity: ™ ISeIect hain Activity _YJ
Please enter either the Flat Rate and Time or the Piece Rate and Unit.

Flat Rate: | [Select Time =] Pisce Rate: [ [ Select Unit =
E=t. Hourly Rate Equiv: = I— Ci/LWvage Rate: I—

Addd This Crop

2. Select a Cropand a Crop Activity from the drop-down menus.

Note: If the crop you need to add is not listed in the Crop drop-down menu, click
Add Mew Crop

and enter the crop name in the field.

3. Enter the Flat Rate (and Time unit) or Piece Rate (and Unit), Estimated Hourly Rate Equivalent, and
C/L Wage Rate in the appropriate fields. Also enter the Wage Rates Attachment Number in the field
provided.
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Add This Crap

4. To save the crop and wage rate information, click | The Crop Information list is

displayed with the new entry listed.
Croplnformation

Crop Name Activity Flat Rate Piece Rate Hourly Rate CL Wage Rate
| Cabbage Harvesting 12 i 11 23
| Pepper Cutting 22 10 15 12
Edit Crap | Delete Crop |
Presious Page | Mext Page: | Canea[l

Continue adding crops until al crops and rates are entered.

5. To edit or delete a crop/wage rate after it has been created, select the crop using the button to the left and
click the appropriate button at the bottom-right of the table.

6. To continue to Step 3 of Form ETA 790, click ml. Step 3 of 5— Form ETA 790 is

Fresious Page

displayed. To returnto Step 1 of the Form ETA 790, click

Completing Step 3 of the Form ETA 790

1. InStep 3 of 5—Form ETA 790, you will specify worksite and housing information for the job(s) listed
in the Form 750.

2. Inthefirst section of Step 3, enter hourly work information and Job Specifications, including the
number of the Job Specifications attachment.

10. Anticipated Hrs of Wark

pereek: &

Sundav:*l_ Mnndav:*l_ Tuesday:*l_ Wednesdav:*l_
Thursdav:*l_ Friday:*l_ Saturdav:*l_

Hanage farm workers.

Mormal Hours Per Day;

11. Job Specifications: =

Attachment Mo, i I

S

3. Enterthe Work Site L ocation, Directions to the Worksite, and the Location and Direction to Housing
Attachment Number in the next section.
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12, Wiork Site Location: & ﬂ

Direction to Work Site: d iJl

Aftachment Mo 4 I

4. Inthethird section of Step 3, enter any Board Arrangements and the Board Arrangements Attachment
Number.

13. Board Arrangements: * | ﬁ

Attachment No i | |

5. Enter the Housing L ocation, Housing Description, and Housing Attachment Number in the fourth
section of Step 3.

14, Housing Lacation: = =
|

Housing Descriptian: =

Attachment Mo I

6. Inthelast section of Step 3, enter information about the Number and Capacity of Housing Units for
workers listed in the H-2A application.

Barracks: & |— Total Capacity: |—
Farnily Units: i I_ Total Capacity * I—
Single Rooms: z I_ Total Capacity: * I_
Authorized Capacity: * I_

e e
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7.

Select —— —to continue to Step 4 of the Form ETA 790. To go back to Step 2, select
Previous Page |

Completing Step 4 of the Form ETA 790

1.

In Step 4 of 5—Form ETA 790, you will specify referrals and transportation arrangements for the job(s)
listed in the Form 750, and enter agent information, if applicable.

In the first section of Step 4, enter Referral I nstructions and the Referral Instructions Attachment
Number.

15. Referral Instructions: i l

Attachrnent Mo 2 I |

In the next two sections of Step 4, select whether any collect calls to workers will be accepted by the
employer, and enter Transportation Arrangements and the Transportation Arrangements Attachment
Number.

16. Collect Calls Accepted: By Employer * € ves © MNo

Transportation o
“Arrangements:

Attachrment Mo -5 I [

Lol

4. Enter Employer/Agency information, including the agent’s Job Title, in the last section of Step 4.

Marne: |

Fhone: | |- | |

Title: |

Previous Page | Preview | Save790 | Cancel |
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5. At the end of this step, you have several choices of navigating through the H-2A Online System.

If you want to view the completed Form ETA 790 and verify its accuracy before submitting it,

. Presiew
click

If you want to scroll though the forms to make any needed corrections, click
Frevious Fage I

If you want to save the Form ETA 790 and continue to Step 5 to print out your application, select
Save 790 |

If you are logged into the H2A Online System as an Attorney or Agent, you may have the choice

of completing a Form G-28. Select ek CORHUE WA to save the ETA Form 790
and continue to the G-28. Skip to Chapter 8 Submitting G-28 Information for detailed instructions
in entering a G-28.

Completing and Printing Your H-2A Application

1. In Step 50f 5—Form ETA 790, you will print both Forms 750 and 790 to send to your DOL Regional
Office for certification analysis.

Note: Your H-2A Application isnot complete or ready for determination
until DOL receivesthe entire application package by postal mail, including
Forms 750, 790, and attachments.

H-2A Online System User Guide Page 59



q Fermins Labor Contfazaliss, Yimzios 20 - Mamaoll ek Esplooes peoeadnd by Desartnenl of Labar - E
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L= Lol |-J B p 1857111 251 A28, dav'sls_sist chmac lankpesprotcacefSoun noeFed 30553 355050 F| =1 283 Sl FT OREN=SIR M E

ETA  Foreign Labor Certification

RECULATIIRS CERMTITICATIO S, WRAGE N | DOCUMINTG

L.
FORM ETA 150 & FORM ETA 790

ETTRMTION;
1. You must have Adobe Sorebat Rexder 4.0 or higher to wiew the POF form. Clckisrs ©0 download now.

2. Tne file containing Fories ETA TS0TH0 and'or G-I8 & a large file and mey tike up 0o 90 seconds to
dewnlead

3. We recommend that you prant 2nd read the Fraam iy asked Ouessons $eobien

4. IFyou wish te save the Ferms ETA 780790 andior G228 file on your personal computer. you may
selectine Save' (con (the disk image) from the Acrobat Reader when the file contamng Forms ETA
THOTS0 andior G-26 |5 Msplayed, From the Save 48" diabogus box, selact 2 file locaten, enter a
filename, 2nd choose ‘Save’

After printing the spplcetion cick sere if you wizh to create another cage. Selectthe "Search H2Az"
tab ahove o search electronically submitted H:28%, When you have completed your ardine
session, click "logout’ above to properly exit the H-2A Onlne System.

Print

Sigv
2. To print both Forms ETA 750 and 790, click the large EEERIRRRTER NP b tton in the middle of

the page.

Note: You must have Adobe Acrobat Reader 4.0 or higher installed on your computer to
print the Forms ETA 750 or 790.

A separate Adobe Acrobat window will appear from which you can review the completed Forms
ETA 750 and 790.

Print them both together on your local printer by clicking the = icon on the PDF form.

Y ou can also save the completed forms to your computer’s hard drive by selecting the = icon on
the PDF form.
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8  SUBMITTING G-28 INFORMATION (ATTORNEYS/AGENTS ONLY)

The H2A Temporary Agricultural program alows attorneys and agents of employers to submit and mail H
2A applications to DOL on behalf of their clients. In doing so, agents must declare themselves as such by
submitting a Form G-28, Notice of Entry of Appearance as Attorney or Representative with the H-2A
application package. The H-2A Online System allows agents and attorney to complete Form G-28 online and
link it to the appropriate Form ETA 750. They may also print out copies of the G-28 to be mailed to DOL
with the entire H-2A application package.

Completing Form G-28.

1. You may access the online Form G-28 from the Search H-2As page. After you have queried the system
for an H-2A (see Chapter 9, Searching and Managing H-2As), you can select the apply G28 link to
connect to Step 1 of 5—Form G-28.

reuse view 750 print 750

view 790 print 790
apply G28 0212852003 | R2-03059-323563 | MIRANDA'S HANDBAGS | ASDFAG | Pending

Y ou may also access the Form G-28 when you complete Form ETA 790, by selecting
Save & Continue wiGes

However you access it, Step 1 of 5 — Form G-28 displays the terms and conditions of the Notice of
Entry of Appearance as Attorney and Representative.

Appearances - An appearance shall be filed on this farm by the attorney or representative appearing in each case.
Thereatter, substitution may be permitted upon the written withdrawal of the attorney or representative of recard or
upon notification of the new attorney or representative. When an appearance is made by a person acting in a
representative capacity, his personal appearance or signature shall constitute a representation that under the
provisions ofthis chapter he is authorized and qualified to represent. Further proof of authority to actin a
representative capacity may he required. Availability of Records - During the time a case is pending, and except as
otherwise provided in 8 CFR 103.2(k), a party to a proceeding or his attorney or representative shall be permitted to
examine the record of proceeding in a Service office. He may, in conformity with 8 CFR 103.10, obtain copies of
Service records ar infarmation therefram and copies of documents or transcripts of evidence furnished by him. Upon
request, hefshe may, in addition, be loaned a copy of the testimony and exhibits contained in the record of proceeding
upan giving hisiher receipt for such copies and pledaing that it will be surrendered upan final disposition of the case
or upon demand. If extra copies of exhibits do not exist, they shall not be furnished free on loan; however, they shall be
made availahle far copying or purchase of copies as provided in 8 CFR 103.10.

2. Enter information In re: and the File Number.
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Inre: |

File Date: 05m2iz2003

File Mo: |

Previous Page | MextPage | Cancel |

3. Select _MetF0e | {6 continue to Step 2 of the Form G-28.

Completing Step 2 of the Form G-28

1. In Step 2 of 5—Form G-28, you will enter information about the employer or client you are representing
in applying for this H-2A visa certification. There are two separate information windows if you are
representing more than one employer on the same application.

MName: *l [T petiioner [T Applicant
Addrass: | | [T Beneficiary
City: *l State: | Select State/Frovince j

FipiPostal Code; *I I

2. If an additiona employer isinvolved, enter their contact information in the Employer/Client Info
(Optional) section. Select ml to continue to Step 3 of the Form G-28. To go back to Step 1,

select Frevious Page |

Completing Step 3 of the Form G-28

1. In Step 3 of 5—Form G-28, you will select the applicable statements that accurately reflect your
involvement as an agent or attorney of an employer, or employers, applying for H-2A foreign labor
certification.

2. Select one or more of the applicable statements and enter the necessary information: Court State and
Name, Board Name, or Association Name. If none of the statements apply, select option (4) and use
the text box to fully explain your relationship with the employer.
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Court State: I_Selec:t State/Province d
Court Mame: I

restricting me in practicing law.

established in the United States and which is so recognized by the Board:
Board Name: I

[T 3. | am associated with
Association Name: I

check this e, aiso check e 1 or 2 whichever Is approgriate,)

[ 4. Others (Explain Fully but MOT to exceed more than 250 characters )

[~ 1. laman attorney and a member in good standing of the bar ofthe Supreme Court of the United States or ofthe highest
court ofthe following State, territary, insular possession, or District of Columbia

and am not under a court ar administrative agency arder suspending, enjoining, restraining, disbarring, ar otherwise

[ 2. laman accredited representative of the following named religious, chatitable, social service, or sitnilar organization

The attorney of record previously filed a notice of appearance in this case and my appearance is at his request, (ifyou

| Previous Page I MNext Page | Cancéll

3. Select ml to continue to Step 4 of the Form G-28. To go back to Step 2, select

Frewvious Page

Completing Step 4 of the Form G-28

1. InStep 4 of 5—Form G-28, you will enter your contact information and provide disclosure information,

including your client’s name and the date of consent.

2. Enter your contact information in the Attor ney/Representative | nfor mation section. Parts of this

section may be pre-populated from the Forms ETA 750 and 790.

Marme: *l
Address: *l
|
City; *l State: | Select State/Province j
ZipiPostal Code: y "
Fhone: *I | _I e}d;l
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3. Inthe Disclosure Information section, enter the matter upon which consent to disclose is being granted
(for example, “H-2A Application for Farm Workers in Abilene, Texas’). Also enter the Name of the
person consenting and the Date of consent.

Disclosure Matter: ﬂ
Person *I
Consenting:

Caonsenting Date: *I

Frevious Fage Prewiew | Submi_tl Cancel |

4. At the end of this step, you have several choices of navigating through the H-2A Online System.

- If you want to view the completed Form G-28 and verify its accuracy before submitting it, click
Frewview

FPresdous Page

- If you want to scroll though the forms to make any needed corrections, click
- If you want to submit the Form G-28 to the H-2A system and link it with the other formsin the

application, select S .

Completing and Printing Your Form G-28 and Forms ETA 750 & 790

1. In Step 50of 5—Form G-28, you will print Form G-28 and both Forms 750 & 790 to send to your DOL
Regional Office for certification anaysis.

Note: Your H-2A Application isnot complete or ready for determination
until DOL receivesthe entire application package by postal mail, including
Forms 750, 790, and attachments, including Form G-28.
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DOCUMENTS | COMTACT

ATTENTION

1. ¥ou mast have Adobe Aorobat Reader 4.0 or higher to view the POF form. Click e to downlozd now.

. The file contaming Forms ETA TEQTH0 and G-20 15 alarge fie and mey take up e 90 seconds 1o

foan bo

3. W recommend that you print and read the Fregueniy ased Qeestises seotion.

d. Ifgod wish to s&ve the Forms ETS TH0/TH0 and G-28 (e on your personil computer, you m ey select
the Tave' icon (the disk imege) from the Asrabat Readsr when the e cantaining Farms BTA TEOTH
and @-28 ks dispioye . From the Bave &3 dialoguee box, seleot a fike feaation, enter 3 flename. and
dhadEs Bave'

r

After printing the application cick e if you wizh to create another case. Select the "Search H-2As"
Lab abave to search elecironically submitted H-2As When you have compheted your anline
session, click legout above ta properly sxitthe H-28 Online System,

] [ [ e

button in the

3. To print Forms G-28, ETA 750, and ETA 790, click the large
middle of the page.

Note: You must have Adobe Acrobat Reader 4.0 or higher installed on your computer to
print the forms.

A separate Adobe Acrobat window will appear from which you can review the completed Forms
G-28, ETA 750, and 790.

Print them both together on your local printer by clicking the = icon on the PDF form.

Y ou can aso save the completed forms to your computer’s hard drive by selecting the fa icon on
the PDF form.
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9 SEARCHING AND M ANAGING H-2AS

The H2A Online System allows you to locate and retrieve existing H2As for viewing, printing, and reusing.
You can locate a specific H2A by entering the unique ETA Case Number assigned to it by the system, or you
can search H-2As by entering search criteria on the Sear ch H-2As page and generating a Search Results list.
From this page, you may aso withdraw one or more H-2A applications.

Searching and Listing H-2As

1. From any page on the H-2A System, select the _ tab. The Search H-2As page is
displayed by default.

ETA Case Number: | Status: =

I tu:u |

Enter date submitted in the following format (mmdddfnnnd.

Date Submitted:

Search | Create Mew Search |

2. Enter search criteria datain the Search H-2As page’s fields. Enter more data to further refine your
search.

; Calendar - Microsoft Internet ... [l[=] E3

Y ou can manually type a date range in the Date Submitted

fields (in mm/dd/yyyy format), or you can click the associated October 2001
calendar icons to display the calendar and select a date on the | el (1| Prinl | [ | [==] |

calendar to auto-populate the Date Submitted fields.

Click E in the upper right-hand corner of the Calendar e 2 B k5
window to close the window. Bl & o [ iz |
Bl s iz e o |G
2 23 4 25 & BN
Bl o o i 2 .

Y ou can search H-2As by their status in the system. Use the
drop-down menu to select a Status. Or enter an
Employer’s name.

3. Click 222" | The Search Results ligt is displayed.

Note: The search results table also displays the total number of records found. The
maximum number of records displayed on the page is 20. To view additional records,

K Fresvious |

click M To go back to records on previous pages, clicl
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ETA Case Number: I

Status:

Date Submitted:

[o6/0572003 | EEl o [06/16/2003

2E

Enter date submitted in the following format (mm/ddAanngd.

Employer. I

Search |

Create New Search

reuse view 750 print 750
view 790 print 790
apply G28 0622003 |R2-03163-00029 | SAN JOSE FARMS | FARMWORKER | Panding
edit 750 view 750 print 750
edit 790 view 790 print 790
0622003 |R2-03163-00031 | GOATS BY JOHN | FARMWORKER | Incomplete

4. To sort the search results, click the column headers, i.e. Date Submitted, Case Number, Employer

Name, Job Title, or Status.

5. Each row of the results table represents information and potential actions available for a specific case.
The Action column displays hyperlinks to perform specific functions on the case listed.

Viewing and Printing H-2As

1. Follow theinstructions provided in the previous section (8 Searching and Listing H-2As) of this User
Guide to search H-2As, then proceed to step 2.

2. You may view completed Forms ETA 750 and 790 (and G-28 if you are logged in as an agent) by
clicking view 750 or view 790 (or view G28) next to an H-2A in thelist. The H-2A Viewwindow is

displayed.
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PART A, OFFER OF EMPLOYMENT

1. Mewra of Aden  (Femby nema n capdsl ke, Frod, Biddie, Msidan]
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3. When you are finished reviewing the H-2A form, click E in the upper right-hand corner of the H-2A
View window to close the window.

Note: You should close the H2A View window after viewing an H-2A form. Thisis
important because the system will open a new window each time you view an H-2A, and
you could run out of system resources if you do not close windows that are not needed.

4. Click print 750 (or 790 or G28) to display the H-2A form in Adobe Acrobat. To print the H-2A form,

you must have Adobe Acrobat Reader 4.0 or higher installed on your computer. Use the = button at
the top of the PDF form to print the document to your local printer.
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Reusing an H-2A

The registered user may elect to create a new H-2A that is pre-populated with data copied from the current H
2A record. This saves the user time by alowing them to skip several steps in completing each of the forms.

1. Follow theinstructions provided in 8 Searching and Listing H-2As of this chapter to search H-2As, then
proceed to step 2.

2. Onthe Search H-2As results page, click reuse inthe Action column next to a listed H-2A. The
following dialog window is displayed:

Microsoft Internet Explorer x|
@ Aire you sure you wish to create a new H-24 with the existing data,

'O to create & newe H-28 with the evisting data.
‘Cancel ta returm to Search H-24s.

Cahcel |

3. Clickl: . The Step 1 of 5—Form ETA 750 page is displayed. Follow the instructions provided in
Chapter 7 (8§ Completing Form ETA 750), p.29, of this User Guide to create a new H-2A application.

Editing an H-2A Form

If you have mailed in your H-2A application package and received a M odification letter asking to correct
items on your Form ETA 750 or 790, you may use the edit feature of the H-2A Online System to make
changes to your form(s). Y ou can then save the form(s) in the system, print it out, and resend it to the DOL
Regional Office for re-determination.

1. Follow theinstructions provided in 8 Searching and Listing H-2As of this chapter to search H-2As, then
proceed to step 2.

2. Onthe Search H-2As results page, click edit 750 (or edit 790 or edit G28) in the Action column next
to alisted H-2A.

I Withelrawe |

reuse view 750 print 750

r view 790 print 790
apply G28 06122003 | R2-03163-00029 | SAN JOSE FARMS | FARMWORKER | Pending

edit 750 view 750 print 750
edit 790 view 790 print 790
0B/122003  |R2-03163-00031 | GOATS BY JOHN | FARMWORKER | Incomplete

Withdrawe |

3. Depending on whether the selected case was entered as an association of employers, or asasingle or
joint employer, you will see either Step 1 of 5— Form ETA 750 or Step 1 of 4 —Form ETA 750. If you
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are editing Form ETA 790, you will see Step 1 of 5—Form ETA 790. If you are editing Form G-28, you
will see Step 1 of 5 —Form G-28.

4. Follow the instructions provided in Chapter 6 or 7 to step through Forms ETA 750 and 790, edit the

appropriate fields, and re-print the application. Use the ml

Step.

buttons to advance through each

Withdrawing an H-2A Application

If you have been given the proper access privileges in your user account (see Chapter 5 Managing User
Accounts) you may withdraw H-2A applications from the H-2A Online System using the Sear ch H-2As page.
You may only withdraw those applications that have placed in a status of “Pending”: the application data has
been submitted to the Department of Labor, but the application package has yet to be received in the mail.

When a DOL analyst has begun the review process, the case is moved out of “Pending” status and may not
be withdrawn.

1. Follow theinstructions provided in 8 Searching and Listing H-2As of this chapter to search H-2As, then
proceed to step 2.

2. Onthe Search H-2As results page, select the checkbox in the Withdraw column next to alisted case.
You can select multiple H-2A cases to withdraw.

Sfithilram |

reuse view 750 print 750
[ view 790 print 790
apply G28 061 272003 F2-03163-00023 | BAM JOSE FARME | FARMWORKER | Pending

edit 750 view 750 print 750
edit 700 view 790 print 790

06BM2/2003  |R2-03163-00031 | GOATS BY JOHN | FARMWORKER | Incomplete

Sithdraw |

3. Click a8 | The Withdraw H-2A Case(s) page is displayed.

LCA Case Number: FE-03122-33824 Status:  Pending
Email: x |t_:|bertha@bi|:ycles_.cum
Savel Cancel |

4. Enter your email address and click ﬂl The H-2A application is withdrawn from your account.
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10 PROVIDING FEEDBACK

The H2A Online System allows the user to provide feedback pertaining to any features, content, or
functionality of the system. The DOL takes such feedback very serioudly in its efforts to continually provide
quality service to users of the H2A Online System.

Submitting a Comment

1. From any page on the H-2A Online System website, select the _ tab. The H-2A
Online System User Home page is displayed.

2. Select the SUBMITCOMMENT | tab. The Online Feedback page is displayed.

Caomment: ﬂ

Submit | Cancel |

3. Enter your comments in the Comment text field. Select OL‘:Ell to return to the H-2A Online User

Submit |

Home page. Select when you have completed your entry.

Thank you for your input.
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11 OTHERUSEFUL SYSTEM FEATURES

The H2A Online System includes hyperlinks to other useful sites, such as the Employment and Training
Administration, Department of Labor, and Office of Workforce Security web sites. There are links to
Department of Labor Regulations, Foreign Labor Certifications and Forms, Wage Information, and Foreign
Labor Contacts:

REGULATIONS | CERTIFICATIONS | WAGE INFO | DOCUMENTS | CONTACT

Fedl free to explore these sites by clicking the appropriate hyperlink you want to visit.

There are also hyperlinks to pages specific to the H-2A Online System. These links include Home, FAQ,
Online Help, and Privacy:

HOME | FAQ | OMLIME HELF | PRIVACY

Regulations

The hyperlink includes detailed information regarding the Department of Labor Regulations
Part 655 Subpart B. To research this information, simply scroll over the Subpart Names and click the topic of
your choice.

Certifications

The hyperlink includes detailed information on available labor certifications within the United
States. Each section describes the certification program and steps to file a request for labor certification,
along with frequently asked questions and program regulations.

Wage Information

The hyperlink is your source to research available data for a wage source determination.
Included on this site are numerous links to search and download files individual state files, occupational
codes, and coding notes along with a substantial amount of other useful documentation.
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Documents

To view the most recent of Foreign Labor Certification Forms, click . You will be ableto
select your desired form and read it in either text format, or PDF format for larger documents. Keep in mind,
you must have Adobe Acrobat Reader 4.0 or higher installed on your computer in order to view PDF files.

Contact

Click to email a question or suggestion to the H-2A Help staff. Clicking this link will generate an
email message window in which you can write your question and send the note. The email message will go to
H2AHEL P@dal.gov and will be answered in a timely manner.

H-2A Online System Home Page

To display the H-2A Online System Home page, click HOME |

Online Help

Step-by-step instructions on how to use the system have been included to help you perform work tasks with
ease. Print a hard-copy of the instructions to serve as a useful reference guide when you first start to use the

system. It will help answer mané of i/our guestions, and you can refer back to it as needed. To view or print

the instructions, click
Online Help file.

. You will need Adobe Acrobat Reader version 4.0 or higher to view the

Privacy Information

To review information on Labor Certification privacy issues, click

How Do | Obtain Technical Assistance?

If you experience problems with the system, please send an email to H2AHe p@dol.gov. Include a detailed
explanation of the problem you are experiencing, along with the urgency of your request for help. Also,
include a contact name and phone number of the person to call in case additiona information is needed. An
experienced technician will either respond to your email or contact you to discuss a solution over the phone.
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Frequently Asked Questions (FAQS)

As the H-2A Online System matures, the list of Frequently Asked Questions (FAQs) will be updated to ensure
that questions and answers are presented to al system users in atimely manner. We recommend that you take

the time to read over the FAQs periodically. To read the FAQs online, click _

In General

1Q.

A

2Q.

30Q.

4Q.

What are the advantages of completing and preparing my ETA 750/790 and/or G-28 via the Web?

When completing an application, either the ETA 750, 790 or G-28 online, the system can automatically validate
the data you've entered and notify you immediately if there is mistake made in the information that you plan to
mail to DOL. Using the H-2A Online System allows you to prepare the ETA 750/790, and/or G-28 electronically
instead of manually. Once completed, you can sign and send the paper copy of the form(s) to DOL for
processing and final determination. The H-2A Online System saves you time by pre-populating your general
information. It provides you the ability to view the status of your H-2A(s) online and allows you to email a saved
H-2A(s) to others within your company. You can withdraw H-2As (in pending status) that you no longer need
without having to contact DOL. It is important that you remember the online system only gives you the ability to
prepare the forms. You are responsible for printing, signing and mailing the form to the appropriate DOL
Regional Office for final determination.

What are the advantages of registering?

As aregistered user, you will be able to use an online system to prepare an electronic copy of your H-2A
application instead of preparing it manually, save time by pre-populating your general information into the H-2A
application forms (e.g., ETA 750/790), check the status of your case online, obtain proof that your application
was received in the DOL region, reuse previously prepared H-2As, update your profile information online,
withdraw H-2As that are pending, and manage who can prepare applications on your behalf, i.e., establish,
activate and deactivate user accounts within your organization. If you're an association, you will be able to
eliminate endless recreation of the employer's list for your Association's members if you are a registered user.
Once the list is created, you can reuse and update it for use with your H-2As. Only your Association members
can view and maintain the employer's list. Also, an agent/attorney would be able to manage multiple clients' H-
2As and save time by allowing many users at the same location to process H-2As.

How important is the user name and password?

Once you become a registered user, your user name and password will allow you to gain authorized access to
the H-2A Online System for processing an labor certification application(s). As with all passwords, you should
use discretion if you must share it with others to avoid possible submission of fictitious labor certification
application(s) from your account. If you forget your user name and/or password, click "Forgot your user name
and/or password?" hyperlink on the home page to have it automatically sent to you by e-mail to the address
you provided in your profile information. Please be certain that you enter your correct email address during
registration to insure your emails are sent to the correct mail account.

How long will it take DOL to process my application(s)?

This will depend on how complete and accurate your H-2A labor certification application forms are when
submitted to DOL for review. Within 7 days (after we’ve received your signed application) you should be notified
whether or not your application is accepted for processing, or whether a modification(s) is required in order to
make a final determination.

H-2A Online System User Guide Page 74



5Q.
A

6Q.

7Q.

8Q.

What do you need to complete the ETA 750/790 and/or G-28 via the Web?

When applying for a labor certification online, you must agree to the terms outlined in H-2A Certification for
Temporary or Seasonal Agricultural Work - H-2A Online System Use (Terms and Conditions). The Form ETA
750/790 must be completed via the Web and the G-28 if appropriate. Also, your computer must have Adobe's
Acrobat Reader 4.0 or higher installed and be connected to a printer to generate the labor certification
applications you wish to sign and mail to DOL for processing.

What are the steps involved when processing an H-2A final determination?

The signed/paper copy of the H-2A application must be received in the region. The Analyst will review the
application for acceptance. If it's accepted, they will prepare a final determination letter, if not, they will send a
modification request to the applicant.

What if | want to go to the Immigration and Naturalization Service (INS) Web site?

INS is no longer part of the Department of Justice. It is now under the Homeland Security Agency. This
agency's new name is the Bureau of Citizenship and Immigration Services (BCIS), the website address is
WWW.immigration.gov

Is there aregistration fee to use the H-2A Online System?

There isn't a fee associated with the use of the H-2A Online System. This is a free service that provides you the
added benefits of checking the status of H-2A labor certification applications, and reusing the labor certification
applications that were previously certified or denied.

Operational/Functional

920.
A

10Q.

11Q.

12Q.

13Q.

What Browsers do you recommend when using the H-2A Online System?

Since it is impossible to design the H-2A Online System to work with every Browser, we developed and
tested the system using the two most popular Browsers, Internet Explorer and Netscape. The H-2A Online
System works better with Internet Explorer 4x or higher and Netscape 4.7 or higher.

Why is it that Internet Explorer and Netscape Browsers perform differently when entering numeric data?

In Internet Explorer, a field such as the telephone number do not allow you to type in alpha characters entries
and/or special characters, while Netscape 4.5 or 4.7 does allow these entries. Regardless of these
differences, the system will automatically validate such entries and alert you to make the appropriate
changes.

Will | be able to check the status of my H-2A application(s)?

Yes, you can check the status of your H-2A application online if you are a registered user. Refer to the Online
Help for detailed instructions on how to check the status of your H-2A application.

When Form ETA 750/790 and/or G-28 is being loaded, it takes a long time for the Web page to display.
What do you recommend for faster uploading?

Many reasons can contribute to the length of time it takes for the Form ETA 750/790 to load. Two prominent
reasons include the number of users who are simultaneously generating the form and the connection speed
of your modem. We recommend that you consider these factors when the form does not load quickly and
patiently allow the form to be generated.

I might be required to prepare multiple H-2A applications. Therefore, to avoid entering text that | have
already entered, how should | process several H-2A applications?
As a registered user you can reuse any of your H-2A applications as the basis for another. This will pre-fill all

the fields in the form ETA 750/790 and/or G-28 with the values you used on the previous H-2A application.
Please note that the some of the data fields, such as the date of need, etc. will most likely need to be
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changed as well.
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14Q.

A

15Q.

16Q.

17Q.

18Q.

If I accidentally lost my connection to the H-2A Online System while entering data, is the data that |
entered prior to this incident lost?

Yes, your data is lost and you must re-enter the data.

Can | save a copy of the H-2A application forms (i.e., ETA 750/790 and/or G-28) to my hard drive, a network
drive, or disk? And, what are the advantages of doing this?

Yes. The H-2A application can be saved using any of those mediums, while displayed in the Acrobat Reader,
select the "Save" icon (the disk image from Acrobat Reader), choose a file location from the "Save As" text
box, enter a file name, and select "Save." You must have Acrobat Reader installed on your PC in order to view
your H-2A application.

The advantage of saving an H-2A application is to allow the attorney/agent to send Form ETA 750/790 and/or
G-28 to the employer by e-mail to review and then prepare the H-2A application when the employer has given
final approval. NOTE: This saved Acrobat file cannot be sent to DOL for processing. It is a file copy only.

What happens when | am setting up my user profile information and the user name already exists?
The system will alert you that the user name exists and to enter a different user name in order to continue.

What should I do if | wish to see the entire ETA 750/790 and/or G-28 from the Browser when completing
the H-2A labor certification application online?

Change your screen display to 1024x768.

Why aren't | notified when | make an error while completing the H-2 application forms (e.g., ETA 750/790
and/or G-28) online?

If JavaScript is not enabled on your Browser, you will not get the pop-up messages.
To enable JavaScript by using Internet Explorer (IE):

. From the IE menu, choose Tools, Internet Options

. Click the Security tab

. Click Yes to change the security setting for the zone

. Click Custom Level

. In the setting box, scroll down the list and select Scripting

. Choose Enable

. Click OK

NOoO o~ WNPR

Once complete, it is recommended that you delete temporary Internet files and clear links to pages you have
visited by:

8. From the IE menu, choose Tools, Internet Options
9. From the General tab, click Delete Files

10. Click OK

11. Click Clear History

12. Choose Yes

13. Choose OK to accept the settings

To enable JavaScript in Netscape:

14. From the Netscape menu, chose Edit, Preferences
15. Click Advance in the category box

16. Click Enable JavaScript to check this option

17. Click OK to accept settings

We highly recommend that you also clear the history. To do so:

18. From the Netscape menu, choose Edit, Preferences
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19. Click Clear History, choose OK.
Also, you should clear the memory cache as well. To do so:

20. From the Netscape menu, choose Edit, Preferences

21. Click Advance in the category box

22. Click Clear Memory Cache

23. Choose OK to remove all files currently in your memory cache
24. Click OK to return to Netscape.

19Q. With Internet Explorer | am able to automatically tab to the next field to enter data. However, with
Netscape | cannot. Why does the system behave differently for this function?

A This solely depends on the Netscape version you are using. Netscape version 6.0 has been proven to work
without any difficulties. Check the version number of your Browser and upgrade to a newer version of
Netscape (if necessary).

20Q. Why do | need to install Acrobat Reader on my PC?

A This tool allows you to view the online help, Frequently Asked Questions, occupational codes, and the ETA
Form 750/790 and/or G-28 (if completed).

21Q. When downloading Acrobat Reader, it takes a long time to download to my PC. Why is this happening?

A Your Internet connection will determine how fast Acrobat Reader is downloaded to your PC. If you are using a
28k or 56k connection speed you may expect long delays in downloading Acrobat Reader from the Adobe
web site.

22Q. Can an employer and/or their agent withdraw an H-2A Labor Certification Application?

A Yes, as long as the employer and/or their agent sends a written request to the appropriate DOL regional
office to withdraw the case.

23Q. Can an employer or agent withdraw an H-2A case at any time us the H-2A Online System?

A No, an H-2A case can only be withdrawn by the employer and/or their agent if the application is in a pending
status.

24Q. For the H-2A Online System, when a case is in a pending status, what does this mean?
A This status indicates that the H-2A application was prepared online and is in a pending state until such time

as the application is mailed to the region. Applications prepared online are in a pending state for days.
Once the H-2A application has exceeded the number of days pending, the case will be purged from the
system.

25Q. How often can an employer or agent modify a case prior to final determination?
A You can edit the forms ETA 750, 790 and/or G-28 only when the status is pending.

26Q. Does the system require the employer or agent to complete the ETA 750 before preparing the ETA 790?
Or G-28?

A Yes, the form ETA 750 must be completed before you are able to complete the ETA 790 and/or G-28. The
system was designed to provide the ability to step through the process, in a workflow process, to complete
an H-2A application from the ETA 750, to 790 and then to the G-28 (if applicable).

Printing

27Q. Can | print a blank copy of the Form ETA 750/790 and/or G-28 using the H-2A Online System?
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A No. The system has not been designed to allow for the creation of blank forms (e.g., ETA 750/790, or G-28).
However, you can print the forms by going to http://workforcesecuirty.doleta.gov/foreign/h-2a.asp This site
will allow you to print a blank copy of the ETA 750 and 790 in PDF format.

28Q.. Will I be able to print single and multiple copies of the Form ETA 750/790 and/or G-28 from the Website?

A Yes. By specifying the number of copies, you can print multiple copies of the Form ETA 750/790, and/or G-28.
To specify the number of copies to print from the browser:

1. Click File, Print
2. Specify the number of copies you want to print in the Number of copies text box
3. Click Print

Security

29Q. What are the system rules users must follow when creating a Password as a Registered User?

A Your password must be at least 8 characters long. It must include one number and special character (e.qg., *,
1,8, (; +)-

30Q. If lam aregistered user and forget my password, what process must | follow to obtain my existing or
new password?

A The system allows you to click the hyperlink, "Forgot your user name and/or password?" to e-mail DOL that
you forgot your password for gaining access to your account in the H-2A Online System. An e-mail will
automatically be sent to you with your password information.

31Q. How many login sessions am | allowed?

A For security purposes, you are only allowed one login session. Meaning, you will not be allowed to login to
the system twice, etc.

32Q. If I noticed an incident, such as unauthorized access, hack attempt, etc., how do | go about reporting it?

A Immediately send an email to H2AHelp@dol.gov stating relevant information about the incident, such as
date, time, brief description, and comments about the incident. Please provide your contact information so
someone on the Help Desk staff can contact you if they need to discuss the incident further.

33Q. When my login account has been deactivated because | failed to enter the correct login information, what
procedure must | follow to re-gain access to the system?

A You must email the H-2A Help Technician at H2AHe p@dol.gov to reactivate your account. Once this is done,
you will receive an email stating that you account was reactivated and you can regain access to the system.
You also will be notified in this email to change your password information. This is a security measure to
ensure no one can gain access to your account under the password that was emailed to you.

34Q. Does the system include a mechanism to track changes that were made to an H-2A by an employer,
agent, and/or DOL Analyst?

A Yes.

35Q. What is meant by security access level?

A Security access level is the level of authorization a user has been granted or assigned to use the system. For
example, a user may be granted the level to "Manage User Accounts”, Search H-2As, and so forth.

36Q. Can a user’s access privileges be revoked?

A Yes. When a user is in violation of the Rules of Behavior, see question #37, their access can be revoked

temporarily or permanently. The duration of denied access to the system will depend on the reason their

H-2A Online System User Guide Page 79



access was revoked.

37Q. Explain the purpose of the Rules of Behavior for the H-2A Online System.

A, The Rules of Behavior (ROB) explain the expected behavior of all individuals who access the H-2A Online
System. All users of the system are expected to comply to the ROBs or system access will be revoked.

Technical/Program Support

38Q. If  have a question that was not answered here, in the User's Guide, or on the Labor Certification web site
(www.ows.doleta.gov), how can | get answers?
A To ensure that your concerns are answered by the DOL program office, an e-mail account,

H2AH€e p@dol.gov has been established. For a quick response, please e-mail any inquiry about the H-2A
Temporary and Seasonal Agricultural Program to this e-mail account. A representative from this office will

provide you with a response.

39Q. How often will the H-2A Online System be shutdown?

A This will depend on the nature and severity of the system shutdown. For routine maintenance, 1-day at most
to allow for thorough inspection of the system prior to releasing it to the user. You will be adequately notified
of the system shutdown via a system message when you login. This message will tell you exactly how long
the system may be non-operational. We ask that you do not try to gain access to the system while it is being
serviced.
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