
 

 The employee completes their name, and address. Email and phone number fields are optional. 

The I-9 Specialist enters the org and hire date.  

NOTE: If employee previously completed section one, go to “Search for Employees” or 

“Pending” to pull their section one.  

 

 

 

 

 

 



 

 The employee checks the appropriate citizenship box.  

 The preparer and/or translator certification is completed only if the employee did not complete 

section one on their own or corrections were made after they completed section one.  

 Hit continue. 

 



 

Review the information. If corrections are needed, click “change information”.  

Read attestation and check the box. Hit Continue.  

 



 

 Select list B & C documents to be presented. Remember that all list B documents must contain a 

photograph. 

 



 

 

 Enter the information from the documents.  

 Hit continue. 

 

 

 

 

 

 

 

 

 

 



 

 I-9 Specialist reviews information entered.  

 



 

1. Read attestation, check box. Hit continue. 

 

 

I-9 is completed. 

 


