
If section one was completed by employee, he/she can be found by using the “pending I-9” or 
“search for employees” function. If the employee completed section one on their own, once 
you click on their name, it will take you directly to section two.  

 
If you need to complete section with the employee, click “Create I-9”. 

 

Section one notes: 

 Required to be completed no later than the employees first day of employment.  

 If an employee is on a F-1, or J-1, there will be no A#, the I-94 number should be used.  

 E-mail address and phone number are optional fields. 

 

 

 

 



 

 Complete section one. Note the email address and telephone number fields are 

optional.  

 Enter the org. the employee will work in. 

 Enter hire date. Hire date can be future dated.  



 

 Check the appropriate citizenship box. LPR’s are under the Lawful Permanent Resident 

and the Alien/USCIS number is required to be entered. Ead, E3,  F1, H1b, J1, TN, or O’1 

will be under the “An Alien authorized to work until”.  The expiration date will come 

from the I-94/I20/Ds2019/I797 notice, depending on the visa type. With this type of 

ctiizenship, you will enter the employee’s alien/uscis number,  or I94 number and the 

foreign passport number, or if the employee obtained form I94 within the U.S. the check 

box will need to be checked. This would be if the employee received an H1b/O1 

extension or change of status in which the employee will receive a new I-94 number but 

does not leave the U.S. 



 

 

 Review information. 

 

 



The I-9 Specialist will select the Visa Type that the employee is on (If unsure of the visa type to 
select, please call HR-CIS). 

 
NOTE:    

EAD card. 
Acceptable combinations:  

   List A 
o EAD card 

 
E3:  I-94 

Acceptable combinations:  
   List A 

o Foreign passport w/I-94 
List B & C 

o Driver’s license/ID and SS card 
 
F-1:  Will have an I-20.   

Acceptable combinations:  
   List A 

o Foreign passport w/I-94 and I-20 
List B & C 

o Driver’s license/ID and I20 
 

H-1B:  Will have an I797. 
Acceptable combinations:  

   List A 
o Foreign passport w/I-94 

List B & C 
o Driver’s license/ID and I797 
o Driver’s license/ID and SS card 

 
 
   J-1:  Will have a DS-2019.    

Acceptable combinations:  
   List A 

o Foreign passport w/I-94 and DS-2019 
List B & C 

o Driver’s license/ID and DS2019 
 
 
   LPR: 

Acceptable combinations:  
   List A 

o Foreign passport w/I-94 
o I-551 stamp within passport 

List B & C 
o Driver’s license/ID and I797 
o Driver’s license/ID and SS card 

 
 



TN:  I-94 
Acceptable combinations:  

   List A 
o Foreign passport w/I-94 

List B & C 
o Driver’s license/ID and SS card 

 
 

O’1:  Will have an I797. 
Acceptable combinations:  

   List A 
o Foreign passport w/I-94 

List B & C 
o Driver’s license/ID and I797 
o Driver’s license/ID and SS card 

 
 
 

 



 

 Select the documents presented.  
 Hit continue. 

 

 



 

 

 Enter document information. Verify I-94 number. If the employee is on a F1 or J1, “Document 
states D/S” box will be checked.  If the employe is on an h1b, TN or E3, the expiration date will 
be on the I-94.  

 Enter the I-20 or DS-2019 number (found at the top of the I20 or DS2019 form, begins with a 
“N”). 

 Enter the expiration date from the I-20 or DS-2019. Click continue.  

 

 

 



 

 

 Review information entered.  

 



 

 

I-9 is Completed. 

If an EAD card or LPR card was used for the I-9, a copy will need to be attached.  

 

 

 Click on Attach File. 

 

 

 

 

 

 

 



 

 

 Select document from the drop down list.  

 Select image to upload.  

 Click upload, verify picture is correct. 

 Click Finished. 

 


