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Setting Up Your Account

This Quick Start Guide was prepared for external users with Case Creation and Case Submission
permissions to data enter an ETA Form 9141. It was prepared to serve as a handy desk reference.

This guide does not describe all of the features of Prevailing Wage Case Creation and Case
Submission, nor is it intended to replace the Prevailing Wage User Guide. For detailed
information about all Prevailing Wage features, refer to the Prevailing Wage User Guide.

e If you are a new user to iCERT (icert.doleta.gov), create a new account using the Create

an account link.

UNITED STATES DEPARTMENT OF LA

Employment & Training Administration

January 7, 2010

About Find Job & Business Workforce Grants &
ETA Career Info & Industry Professional Contracts

-= ICERT Portal

Welcome to the iCERT Portal

—ICERT Portal Login -

Username: | MNew to iCERT? Create an account.

Password: I Forgot username or EaSSWDI’d?

| Logln

Foreign Labor Performance
certification & Results & States

System Alerts PERM Processing Times | | Downloadable Forms |

= 09/23/2009 - The federal minimurn wage is $7.25/hr effective July 24,

2009...

= LCA WARMNIMNG:Effective upon the enactrnent of HR 1, the Armerican Recovery

m Advanced Search

Access Your Legacy

User Account

click a link below and login
PERM | LC& | H-24

iCERT Case Status
Check

Enter up to 25 case numbers,
one per line {e.9., G-100-12345-
123456

Case Murnbers

and Reinvestment Act of 2009...

Search for Prevailing Wages

Select a state/territory: |Se|ect State

Select a data series and source: ISeIect Time Series

Choose a Caollection Type: & Al Industries ¢ ACWIA Higher Ed.
Choose an area based on: & County/Township € BLS Areas

Select an area: |

Select an occupation: |

e When setting up an account, check the Prevailing Wage checkbox under the Visa

Regions

| CheckStatus |

Search for FAQs

Select from the options below to
search our database of Frequently
Asked Questions

wisa Classification:

ISeIect wisa Type 'I

programs section to set access to the account for Prevailing Wage.
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January 7, 2010

About Find Job & Businaess workforce
ETA Career Info & Industry Professional

= Employment & Training Administration

Search :

Grants &
Contracts

ETHA
Library

) Advanced Search

Foreign Labor Performance Regions
Certification % Results & States

You are here) --= iCERT Portal --:

Employer Account

Please complete each tab before clicking the Create Account button at the bottom of the page.

* Denotes required fisids

1. Your Login Information ‘ ‘ 2. vour Company Information | | 3. Point of Contact Information

¥Your Login Information

Full middle nameis):

|
Phone Mumber: * |

Fax Mumber:

Enter your Last (Family) Marme. If you
hawve only one name, enter the name
in this field and enter "FMU" (first name
unknown) in the first name field,

Select Wisa Programs: « WiLca T PErM T Hza [THze W Prevailing Wage
Last (Family) Mame: * | i
First {Given) Mame: x|

Enter your First {Given) Mame. If vou
have only one name, enter the name
in the last name field and enter
"FMU" (first name unknown} in this
field.

Enter your full Middle Name. If you do
not have a middle name, enter "K/8",

Your Email Address will be your
Username and will also be used to
send you your password if you
forget it.

Account Email: * |
Confirmn Ermail: * |

Secret Question: * ISeIect Secret Question

Secret Answer: # |

=l

| Mext Tab =

| Cancel | I Create Account

e Fill out all required fields on all tabs to a create new account and the click the Create

Account button.
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e Ifyou are already an iCERT account holder, login to iCERT (icert.doleta.gov) with your

registered account information.
e Click on the My Account & Profiles tab.

e Check the Prevailing Wage checkbox under the Visa programs section to set access to

your account for Prevailing Wage. Click Save.

iCERT Portal

unt | My Attorney Accounts

e

Employer Account

Forms 2 Instructions

ICERT Portal --= My Account & Profiles --= My Account

Please complete each tab before clicking the Save button at the bottom of the page.

* Denotes required felds

1. vour Login Information

| 2. vour Company Information

| 3. Point of Contact Information
| |

Your Login Information

Fax Mumber:

Select Visa Programs: + Wica T rerm T Hza [T Hze

Last (Family) Name: * |SM|TH |
First (Given) Name: * |JOHN |
Full Middle Nama(s): [ |
Phone Numnber: « [123 | 456 | [7a90 | Ext.|

Account Ernail:

* |.JSN'1ITH ICERT@GMAIL COR

=2 Prevailing Wage

Enter your Last (Family) Mame. If you
have only one name, enter the name
in this field and enter "FNU" {first name
unknown) in the first name field.

Enter your First {(Given) Mame. If you
have only one name, enter the name
in the last name fisld and enter
"FMU" ({first name unknown} in this
field.

Enter your full Middle Mare. If you do
not have a middle name, enter "HSA",

Your Email Address will be your
Username and will also be used to
send you vyour password if you
forget it.

Secret Question: * |What is your favorite city?

Secret Answer: * |N‘|‘r

=

Mext Eh = I

Save

e Verify that the Prevailing Wage tab is now available on the top of the navigation tabs

next to LCA.
e Click on the Prevailing Wage tab.

e Verify that the Prevailing Wage - Portfolio Summary page opens up with Case Status,

Total Cases, and Brief Description.
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iCERT Portal

Portal Home LCA Prevailing Wwage My Account & Profiles Forms & Instructions

Frevailing Wage Portfolio Surmmary | Frewailing Wage Fortfolio Details |

fou are here: --= iCERT Portal --= Prevailing Waage --= Portfalio Surmmary

Prevailing Wage: Portfolio Summary

Case Status ‘Brief Description

Initiated i Applications in draft status

In Process o Applications submitted, under raview

Determination Issued a Wage determination issued

Redetermination 0 Wage redetermination request: under review, affirmed, modified

Woided 1] Applications voided

Withdrawn o Applications withdrawn

My Related Cases i} Cases submitted by Attorneys/agents using your EIN
Begin Mew ETA Farm 9141

Prevailing Wage-related alerts requiring resolution

» There are no Prevailing Wage-related alerts at this time.

e Click on the Begin New ETA Form 9141 button to create new case.
Verify that the first page of the ETA Form 9141 opens and you all set!

iCERT Portal

Portal Home LCA My Account & Profiles Forms & Instructions

“fou are here: --> iCERT Partal --= Prevailing Wage --> Farm 9141

Form 9141 - Step 1 of 5  case NOT YET ASSIGNED (INITIATED) =)

1 2 a 4 5
BB G Da Db De

A. Employment-Based Visa Information

1. Indicate the type of visa classification  * ISeIect Yisa Classification j
supported by this application:

B. Requestor Point-of-Contact Information

®

1. Cantact's last (family) name: * |5MITH ‘
5. First (given) name: « [JAMES | (2
3. Middle namefs); « |
4, Contact's job tide: L | ‘
S. address 1: + [200 CONSTITUTION AVE, MWW |
6. Address 2: [ |
7. City: + WASHINGTON |
g, State: + [District Of Columbia =]
9. Postal code: « [20210 |
10. Country: + [United States OF America =l @
11. Province: [ |
12, Telephone number: * |1111 | Ext.| |
13. Fax number: | @
14, E-Mail address: [JSMITH.ICERT@GMAIL COM
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