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Preparing the ETA Form 9142

Icon Functions

iCERT Portal e
Generates a PDF file of the ETA el ) _o_ ——r

Form 9142 based on the online data
entry. Print one page or multiple
pages.

Camtact i | il

Step/Section icons indicate
your progress in completing
the online form

—_

Previous — Takes you to the previous
step/section

Exit — Retains all previously saved
ETA Form 9142 data and closes
the online form. Recent unsaved
edits will be lost.

Save — Saves all currently entered
ETA Form 9142 data and leaves the
online form open

Next — Saves all currently entered
data and takes you to the next
step/section
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Preparing the ETA Form 9142

Alert and Help Features

ICERT Portal

Farm 9142 - ¢
As you progress through
the online form, iCERT will -
alert you of any omissions
that may delay your H-2A
application
¥
nploym
ate the type of visa classification T e
. . supported by thes heaton: y <
Click the “?" icon next to g i Sty uyoibesl ! w0 s

each question for help

¥ j\ United States Department of Labor
U Employment and Training Administration




Preparing the ETA Form 9142

Pre-step (Associations only)

iCERT Portal

Lot 05 | Sy

Applications initiated through
an Ag. Association account
require the completion of a pre-
step which determines how
member profile information is
used to populate a new ETA
Form 9142

Form 9142 - Create New CASE  Cess 50T ¥ET ASSIGMID [IMTIATED)

Using a drop-down, select the
capacity in which the
association is filing — “Sole

Employer,” “Joint Employer,” or

“Agent”
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Preparing the ETA Form 91

Step 1 (Sections A-B)

B iCERT Portal

The visa classification
will default to H-2A

Parm S147 - Crasbs Maw Coss o 1380 ka4

Click the Search SOC/O*NET
(OES) Code button to open the
SOC Code Lookup window

Enter a keyword or code and
then click Search to find the
SOC you are looking for. Once
the chosen code is found, select
the hyperlink to populate the

fields in Section B
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Preparing the ETA Form 9142
Step 2 (Section C)

The Employer Information will be
pre-filled based on your iCERT
Account setup. However, you have
the flexibility to edit the data

Click the Search NAICS Code
button to open the NAICS
Code Lookup window
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Preparing the ETA Form 9142
Step 2 (Section C — Association Members)

@ (CERTPortal T

Associations filing jointly
with their employer
members can add additional o

employers in Section C - =

Click the “Add Additional
Employer” button to add St
employer members. You can —— _{[FeneT]
add employer members s
manually or select from
existing member profiles
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Preparing the ETA Form 9142

Step 3 (Section D)

© (CERTPortal Wekame, ST RANE 3 URPLOTER S (st

Castuat s | ks

Form 9142 - Create New CASE  Cese 1-306-17138- 313133

This section is also pre- 5
filled based on your it e e = =
iCERT Account setup =
and may be edited . Comtact's o e e =
¥
el ¥
¥
ol ¥
i T
e =

P . |
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Preparing the ETA Form 9
Step 4 (Section E)

PR S S S — & a
e e e e e e
-]
If you created Attorney p—

Profiles when setting up :'
your iCERT account, e >
you may click this - peh
button to pre-fill this

section (if applicable)
or

a3
4

Enter the Attorney or

Agent Information

manually
3

L] - o

— & &=

I j“ United States Department of Labor
u Employment and Training Administration




Preparing the ETA Form 9142

Step 5 (Section Fa)

Q ICERT Portal Sl A R BROTIAS By

Enter the Job Information

Enter the Job Duties
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Preparing the ETA Form 9142

Step 6 (Section Fb)

¥ ICERT Portal e —
===
< =
a4
Enter the Minimum
Job Requirements B _
4
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Preparing the ETA Form 9142

Step 7 (Section Fc)

@) iCERT Portal

Form G142 « Craate New Cans  cae 55001 553e ST (mTeRO) & a

Enter the Place of T
Employment Information

If work will be performed at it ~
multiple worksites, click the - e

Add Worksite button to add

worksites to the Additional Aot Wk B —1

Worksites table = e s

To delete worksites from the
table, select the worksite by
checking the box next to it

and click the “Delete Selected o = - O
Worksite(s)” button
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Preparing the ETA Form 91

Step 8 (Section G)

iCERT Portal

Form G142 - Craate Naw Casa  cam 1908 LE304 310105 HniTatEs) & &

Enter the Rate of Pay .
Information et b o 3 s >

Note: Where the employer is
guaranteeing the Adverse Effect
Wage Rate but offering to pay a i
piece rate ltems 1 and 2 should :
reflect the hourly AEWR and ltem
3 should describe the piece rate
offer
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Preparing the ETA Form 9142

Step 9 (Section H)

@ ICERT Portal S g e

Form 9142 - Croate New Case  Cess 7.300 13334313133 (NITIATE) 8 &
AN EN EN EN EN KN EN EN - R

Enter the Recruitment
Information

5 &

Note: Missed entries in Section H
will not generate alerts as some or
all information may not be
applicable to H-2A filers,
particularly those filing under
emergency procedures
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Preparing the ETA Form 9142

Step 10 (Sections I-J)

| iCERT Portal Welcome, FIRST NAME 5 EMPLOYER 5 (logout)
e e L o e e e e i e e P Contact Uy | tals
Form 9142 - Create New CAS®  Case 1-300-12324-512133 (INITIATED) &0 ay

Complete the Declaration of
Employer and Attorney/Agent

Enter the Preparer Information
(if applicable)
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Uploading Scanned Documents

Step 11 (Document Upload)

I N 2 Welcome, FIRST NAME 5 EMPLOYER 5 {logout)
@ icERT Portal

Form 9142 - Create New Case Case T-300-12324-51 2133 (INITIATID) - -
Select the type of document - = l’ ll “ l! ﬂ ﬂ “ III III
to upload, click the Browse | ousmian]
button to find the document

on your local drive, then
click the “Upload” button

[0y Documantsiten n _ Browse

Upload
Attachment(s)
To remove documents, select r
the attachment and click the =] H

Delete Selected Attachment(s)—]

button =

[« Sam [ |

Note: Please upload all necessary supporting documentation before
submitting your application. You will not be able to upload additional
documentation through iCERT after submission
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Final Submission Steps

Pre-submission Review

8 iCERTPortal

iCERT will alert you to
potentially deniable .
entries and blank
fields. If you leave &
field blank, iCERT will
fill it in with “N/A”.

After resolving potentially
deniable entries or blank

fields, click the “Submit Form?
button
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Final Submission Steps
Submission Confirmation

iCERT Portal

iCERT displays a
Submission Confirmation
page for you to print for your
records as proof of
submission

Immmriant mitin
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Post Submission Functions

Searching for a Case

(@) icERT Portal

Welcome, FIRST NAME 5 EMPLOYER 5 (logout)

Contast Us | lsln

From the H-2A Portfolio
Details screen, enter search ___|
criteria and click the Search
button

Search results are
displayed below with the
ability to view a Summary
PDF of the ETA Form 9142
and any attachments

Select one or more cases,
then click one of the

available actions: Reuse, WAL Vo r bl [0 8 hewis
Delete, or Withdraw

j“ United States Department of Labor
\._)j Employment and Training Administration
20

o,




Post Submission Functions

Reuse a Case

After selecting a case to
reuse, select the sections

to add to the new case,
then click the Add to
Form button

"
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Post Submission Functions
Delete a Case

After selecting a case
to delete, click the
Delete Case button.
The Delete Case

function can only be
used on Initiated cases
(i.e., not submitted).
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Post Submission Functions

Withdraw a Case

After selecting a case to
withdraw, select the reason,
add case notes, then click the 1

Withdraw Case button. The The fallswing WIA Easels] will be Withdsawn.
Withdraw Case function can

only be used on Submitted
cases that have not yet been
assigned to a Chicago NPC
Analyst

To withdraw a case after it has
been assigned to an Analyst,
please send your request to
TLC.Chicago@dol.gov
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