
The I-9 Specialist may view the employees that need their social security numbers in the Quick 
Search box. Click refresh all to update the list. Click the ssn applied for box. This lists the 
employees’ that need to have their social security numbers entered. You may also enter the 
employees name in the Search for employees area. 
 

 

 

 

 

 

 

 

 

 

 



 

 Employee Detail screen will appear, click on Change SSN. 
 

 

 

 

 

 

 

 



 

 Check the “edit SSN” box and enter the social security number.  

 Click continue. 

 A copy of the SS card needs to be attached.  
 

 

 

 Click attach file.  

 

 

 

 

 

 

 



 

 


