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 As part of the Department’s E-Government initiative, OFLC 
implemented the iCERT System on April 15, 2009

 The iCERT System is web-based and designed as an 
i t t d b i l ti f fili d t ki li ti

iCERT Visa Portal System 
Background

integrated business solution for filing and tracking applications 
across all OFLC administered programs
– Receives and processes more than 450,000 customer applications 

annually

 On September 28th, the Department published a Federal 
Register Notice announcing the availability of electronic filing 
for H-2B and H-2A visa programs through the iCERT System
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for H 2B and H 2A visa programs through the iCERT System

 Currently, employer filing of H-2B and H-2A applications is 
paper-based and OFLC case adjudication is manual in nature

 The iCERT System is a “Government-to-Business (G2B)” 

solution designed to offer the following benefits:

iCERT Visa Portal System 
Major Benefits and Features

1. Enhance accessibility and quality of visa program services

2. Reduce data collection and reporting burden on employers

3. Facilitate more streamlined business processes

4. Establish a greater level of transparency in the adjudicatory 
decisions issued by the OFLC
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MOVE FROM … 
A Paper-Based, Manual 
Determination Process

MOVE TO …
An Electronic, Account-

Based, Responsive 
Certification Process
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iCERT Visa Portal System
Feature: Single Point-of-Entry to Visa Services

 Customers establish a single 
iCERT portal account

 Valid e-mail address serves asValid e mail address serves as 
username for the account

 Account profile information can    
be updated anytime 24/7

 Create sub-account users and 
manage security privileges
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 Prepare, submit and track all visa 
applications and prevailing wage 
requests through a “one-stop” 
portfolio summary

 Uses customer account and other 

profile information to pre-populate 

sections of the ETA Form 9142

iCERT Visa Portal System
Feature: Streamlined Form Preparation

 Browser-level data validation edits 

provide immediate feedback to correct 

any inadvertent errors/mistakes

 Data entry “reuse” function reduces 

customer reporting to support recurring 

seasonal workforce needs
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seasonal workforce needs

 Customers can upload supporting 

documentation for an application      

(MS Word, Adobe PDF, text formats)
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 iCERT Account tracks the status of all customer applications

 E-mail notifications are automatically sent to the customer at different 
points in the business process (e.g., submission, final determination)

iCERT Visa Portal System
Feature: Electronic Notifications and Correspondence

points in the business process (e.g., submission, final determination)

 OFLC’s Chicago National Processing Center (NPC) can communicate 
with customers via e-mail or letter correspondence to ensure timely 
notification and case processing

 When a request is submitted from an Attorney/Agent account, iCERT 
sends a notification to all employer accounts matching the Federal 
Employer Identification Number (FEIN) on the ETA Form 9142
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Employer Identification Number (FEIN) on the ETA Form 9142

 Customers can check the status of applications anytime by accessing 
their iCERT accounts or using the “iCERT Case Status Check” function 
on the public iCERT home page

 Application Filing Requirements
– Regulatory timeframes for filing remain unchanged

– ETA Form 9142 bearing original signature(s) is no longer required for 

iCERT Visa Portal System
Impact on H-2B Process

electronically filed applications

– Employers or their authorized representatives must upload a signed 
and dated Appendix B.1 (using Adobe PDF) prior to submission

o Job contractors must also upload a signed and dated Appendix B.1 and 
sections C and D of the ETA Form 9142 for the employer-client and a 
contract  with the employer-client describing the employment relationship.

Important Notes:
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 Employers or their authorized representatives electing to NOT file electronically 
must file using the traditional paper-based method

 Data from paper applications will be fully entered into the internal iCERT
System by the Chicago NPC and processed electronically
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 Supporting Documentation
– Employers are still required to provide all documentation supporting 

the H-2B application at the time of filing

iCERT Visa Portal System
Impact on H-2B Process

– Prior to submission, the iCERT System accepts electronic 
documentation in Adobe PDF, Microsoft Word, or Text file formats 

Examples:

o Upload scanned copy of recruitment report signed and dated by the 
employer in Adobe PDF

o Upload scanned copy of FLC Registration Certificate or work itinerary 
(for occupations covered by special procedures and/or MSPA)
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– Once the application is submitted, no additional documents can be 
uploaded by the external iCERT account holder 

– All documents requiring signature and dating must be scanned and 
uploaded using Adobe PDF (e.g., Appendix B.1, recruitment report)

IMPORTANT REMINDERS!

– Prior to electronic submission, preview all data entered on the ETA 
Form 9142 and uploaded supporting documents for completeness 

iCERT Visa Portal System
Impact on H-2B Process

and accuracy

– Duplicate applications, where the employer or authorized 
representative files electronically and submits that same 
application via U.S. mail, will be rejected

– The Chicago NPC will only process the first application received 
and return the second application to the employer or authorized 
representative
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– For electronically filed applications, keep a copy of the iCERT
confirmation message and/or e-mail received from the Department 
as proof of submission
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 Receiving an Approved Temporary Labor Certification
– For all H-2B applications received on or after October 15, 2012, the 

Chicago NPC will send an original certified ETA Form 9142 and 
Appendix B 1 on special security paper from the Treasury

iCERT Visa Portal System
Impact on H-2B Process

Appendix B.1 on special security paper from the Treasury

– Upon receipt, the employer and, if applicable, the authorized 
representative must sign and date the Appendix B.1 and provide the 
ETA Form 9142 in original directly to USCIS

– A certified ETA Form 9142 is valid when it contains . . . 
o A completed Section K

o Bears the electronic signature of the OFLC Administrator (William L. Carlson)
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o A completed “For Department of Labor Use Only” footer on each page identifying 
the iCERT case number, determination status, and validity period

iCERT Visa Portal System 
Implementation Schedule

 iCERT H-2B Module will be implemented on October 15, 2012
– Employers or authorized representatives with iCERT accounts will 

be able to prepare and submit H-2B applications electronically on 
this datethis date

– Applications submitted before October 15, 2012, will be processed 
under the current paper-based method

Important Note:

 Employers whose H-2B applications are filed before the implementation of 
electronic filing (i.e. before October 15, 2012) and granted a temporary labor 
certification will receive the certified ETA Form 9142 and Appendix B 1 in the

12

United States Department of Labor
Employment and Training Administration

certification will receive the certified ETA Form 9142 and Appendix B.1 in the 
currently established manner
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 Next Webinar: October 4, 2012

 For more resources and information, please visit our iCERT electronic 
fili i l t ti b t

iCERT Visa Portal System 
Helpful Resources

filing implementation web page at:

http://www.foreignlaborcert.doleta.gov/h2ah2b_icert_rollout.cfm

 Helpdesk Resources:

Please send H-2B program-related questions to the Chicago NPC Help 
Desk Team at TLC.Chicago@dol.gov
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Please send technical problems or other issues related to the creation 
and maintenance of iCERT System accounts and electronic filing to the 
iCERT System Help Desk Team at oflc.portal@dol.gov
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Creating an iCERT Account 
Navigate to the Public Home Page

To create an iCERT account, go to 
http://icert.doleta.gov

From the iCERT home page, click 
on the link “Create Your Portal 
Account Today”

If you already 
have an iCERT 
account, log in 
with your 
Username and 
Password
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Creating an iCERT Account 
Accept the Rules of Behavior

Please read and accept the 
iCERT Visa Portal System 
Rules of Behavior by clicking 
the “Accept” button
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Creating an iCERT Account 
Select an Account Type

Select the type of account  you 
wish to create by clicking either 
the “Create Employer Account” 
or the “Create Attorney/Agent 
Account” button
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Creating an iCERT Account 
Establish Your Account Profile

Ch k th “H2B” b t bl l t i

Complete all the required fields marked 
with “*” in tabs 1, 2 and 3 (this information 
can be used to pre-fill sections C and D of 
the ETA Form 9142)

Check the “H2B” box to enable electronic 
filing for the H-2B visa program

After clicking the “Create Account” 
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g
button, you will receive a Registration 
Confirmation Page.  Your temporary 
password will be e-mailed to you with 
instructions for completing your 
account setup.

Important:  If you do not receive the e-mail within 24 hours, please contact the oflc.portal@dol.gov for assistance
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Managing Sub-Account Users 
Create Associate Accounts

After logging into the iCERT 
System, select the “My Accounts & 
Profiles” tab and then the  “My 
Associate Accounts” sub-tab

Enter search criteria and click theEnter search criteria and click the 
“Search” button to find existing 
associate accounts
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Click the “Add New Associate” 
button to create a new sub-account

Managing Sub-Account Users 
Establish Associate Account Permissions

Enter Associate Account 
Information

Account holders can determine 
whether an associate account 
can create, submit, withdraw, 
view and pre-fill a particular 
type of application  
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Modifying Account Profiles 
Manage Your Account Profile

Select the “My Account” 
sub tab

Modify the fields in tabs 1, 2 and 
3 (this information will be used 
to pre-fill Sections C and D of 
the ETA Form 9142)
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Modifying Account Profiles 
Establish Attorney/Agent Profiles

When establishing an Employer 
Type iCERT account, select the 
“My Attorney Profiles” sub tab

E h i i d li kEnter search criteria and click 
the “Search” button to find 
existing attorney/agent profiles
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Click the “Add New Attorney” button 
to create an attorney/agent profile
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Modifying Account Profiles 
Attorney/Agent Profile Details

Attorney/Agent profiles do not 
create login privileges but they 
can be used to pre-fill Section E 
of the ETA Form 9142
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Understanding Your Visa Portfolio
Portfolio Summary

The H-2B Portfolio Summary 
provides the account holder 
with an overview of the number 
of cases in each status
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Click the “Begin New ETA Form 
9142” to start a new application
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Understanding Your Visa Portfolio
Portfolio Details

From the H-2B 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 
supporting documents 
attached to the case

13

United States Department of Labor
Employment and Training Administration

Select one or more cases, 
then click one of the 
available actions: Reuse, 
Delete, Withdraw, or Begin 
New ETA Form 9142
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Preparing the ETA Form 9142
Navigate to the H-2B Portfolio Summary

After you login to the iCERT 
System, click on the “H-2B” tab 
to access your H-2B Portfolio 
Summary tab
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Click the “Begin New ETA Form 
9142” at the bottom of the page 
to start a new application

Preparing the ETA Form 9142 
Important Features & Functions

Step/Section icons indicate  

The printer icon will generate a read only 
version of the ETA Form 9142 in Adobe 
PDF based on information entered during 
case preparation.  You can print one or 
multiple pages.

your progress in completing 
the online ETA Form 9142

Key Navigation Functions

Previous Takes you to the 
previous step or section

Exit Saves all currently 
entered ETA Form 9142 
data and closes the 
online form.
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online form.

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

Next Takes you to the next 
step or section
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Preparing the ETA Form 9142 
Alert and Help Features

As you progress through the 
online form, iCERT will alert 
you of any omissions or datayou of any omissions or data 
entry errors that you will have 
the opportunity to correct
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Click the “?” icon next to 
each question to access 
filing instructions or other 
important tips

Preparing the ETA Form 9142
Step 1 (Sections A-B)

The visa classification 
will default to H-2B

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
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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)

When completing the form using an 
Employer Type iCERT account, 
your profile information will be pre-
filled here.  However, you have the 
flexibility to edit the data.

Cli k th S h NAICS C d

Important Note:

When completing the form using an 
Attorney/Agent Type iCERT account, 
you will be able to lookup one of your 
employer-client profiles and pre-fill 
the information in this section with 
the ability to edit the data.
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Click the Search NAICS Code 
button to open the NAICS Code 
Lookup window

Preparing the ETA Form 9142
Step 3 (Section D)

When completing the form using 
an Employer Type iCERT 
account, your profile contact 
information will also be pre-filled 
here.  However, you have the 
flexibility to edit the dataflexibility to edit the data.

Important Note:

When completing the form using 
an Attorney/Agent Type iCERT 
account and you select an 
employer-client from Step 2, the 
system will pre-fill Section D 
with your empoyer-client’s 
contact information.  Again, you 
will have the ability to edit the 
data.
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Preparing the ETA Form 9142
Step 4 (Section E)

When completing the form using 
an Employer Type iCERT 
account, you will be able to 
select an Attorney/Agent profile 
that will pre-fill Section E with 
the ability to edit the datathe ability to edit the data.

If you are not represented by an 
Attorney/Agent, then answer 
“NO” to Question C.1 and move 
to the next section of the form.

Important Note:

When completing the form using 
an Attorney/Agent Type iCERT 

9

United States Department of Labor
Employment and Training Administration

account, your profile 
information will pre-fill this 
section with the ability to edit 
the data.

Preparing the ETA Form 9142
Step 5 (Section Fa)

Enter the Job Information

Enter a description of the
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Enter a description of the 
duties to be performed for 
the job opportunity.  The 
system will create an 
Addendum in the event that 
your description exceeds 
the space provided
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Preparing the ETA Form 9142
Step 6 (Section Fb)

Enter the minimum 
education, training, and 
experience requirements for 
the job opportunity.

Enter any special 
requirements, licenses, or 
skills for the position.
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Preparing the ETA Form 9142
Step 7 (Section Fc)

Enter the Place ofEnter the Place of 
Employment Information

If work will be performed 
at multiple worksites, 
click the Add Worksite 
button to add worksites 

h Addi i l
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To delete worksites from the 
table, select the worksite 
and click the Delete Selected 
Worksite(s) button

to the Additional 
Worksites table
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Preparing the ETA Form 9142
Step 8 (Section G)

Enter the Rate of Pay for 
the job opportunity and, if 
applicable, any additional 
information regarding the 
rate of pay
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Preparing the ETA Form 9142
Step 9 (Section H)

Enter all information in this 
section demonstrating 
compliance with the 
regulatory pre-filing 
recruitment requirements.
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Preparing the ETA Form 9142
Step 10 (Sections I-J)

Complete the Declaration of 
Employer and Attorney/Agent

Enter the Preparer Information 
(if applicable)
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(if applicable)

Preparing the ETA Form 9142
Step 11 (Appendix B.1)

Complete the Attorney or 
Agent Declaration

Complete the Employer 
Declaration
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Uploading Scanned Documents
Step 12 (Document Upload)

Select the type of 
document to upload, 
click the Browse button 
to find the document, 
then click the Upload 
button

To remove documents, 
select the attachment and 
click the Delete Selected 
Attachment(s) button
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Attachment(s) button

Final Submission Steps
Pre-submission Review

iCERT will alert you to 
potentially deniable 
entries and blankentries and blank 
fields.  If you leave a 
field blank, iCERT will 
fill it in with “N/A”.
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After resolving potentially 
deniable entries or blank 
fields, click the “Submit 
Form” button
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Final Submission Steps
Submission Confirmation

iCERT displays a 
Submission Confirmation 
page for you to print for 
your records as proof of y p
submission
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Post Submission Functions
Searching for a Case

From the H-2B 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
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Select one or more cases, 
then click one of the 
available actions: Reuse, 
Delete, or Withdraw
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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 Withdraw 
Case button. The 
Withdraw Case function 
can only be used on 
Submitted cases that 
have not yet been 
assigned to a Chicago 
NPC Analyst.
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