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Follow these instructions to complete your I-9 when initially onboarding or when you need to update 
as a current employee. 

Tasks 
• Complete Form I-9 from Worker Profile 

• Complete Form I-9 during Onboarding 

• Maintain Worker Documents for I9 

Complete Form I-9 from Worker Profile 
1. From the Workday 

search feature, 
enter ‘Complete 
Form I-9’ and select 
the Complete Form 
I-9 task. 
 

2. The Worker name will 
default in the Worker 
field. If your name 
does not default, type 
your name, and click 
enter. 

3. Click OK.  

4. Enter your new 
information, including any required information. 

5. Select the I A gree checkbox as a signature. 

6. Click Submit. 

Complete Form I-9 during Onboarding 
You may also be required to complete your Form I-9 when you start your Onboarding: 

1. From the Workday homepage, go to your Workday 

Inbox . Click on the item titled Read 
Carefully and Click Submit to Begin Your 
Onboarding.  
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2. Read the 
Complete To Do 
information 
provided and 
click Submit.  

 

 

 

 

 

 

 

3. Complete the 
Personal 
Information 
Change item and 
click Submit.  

 

 

 

 

 

 

4. The next task is Complete Form I-9. Click on it, and enter your na me, address, city  or town, 
state, zip code, date of birth.  Make sure to include your Social Security number entered in 
the ‘US Social Security Number’ field as well as your Employee Email Address and Employee 
Phone Number. 

Exception: If you are in the process of requesting a Social Security Number. 
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5. Under the ‘I  attest…’ selection, select the correct value. 

6. Select the ‘I  Agree’ checkbox as a signature. 

7. Click Submit. In the next section, you will upload documents to finish your I-9. 

 

 

Maintain Worker Documents for I-9 
Scan or take a picture of your acceptable I-9 documents and save them to your computer. Follow 
the below instructions to upload them under Maintain My Worker Documents.  

1. From the 
Workday search 
bar enter 
‘Maintain My 
Worker 
Documents’ and 
select the report 
that appears below.  

Note: Approval by Talent Support is required after completing 
Form I-9 Once Approved, you will receive a notification.  
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2. Click the Add button.  

 

 

 

 

3. Either Drag and Drop your document into the ‘Drop files here’ box or use the ‘Select files’ button 
to locate the document on your computer  

 

4. After you’ve selected your 
document, choose the best 
Document Category 
(required) and add a 
Comment (optional). 

a. If you want to 
upload additional 
documents, click the 
UPLOAD button, and 
repeat steps 3-4 
until you’ve added 
all documents you 
intend to upload.  

 

5. Once you’ve added all the documents you wish to add at this time, click OK.  

6. Your document has now been added to your Worker Documents! Click DONE to exit.  
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You can add multiple 
documents, all at once, 

    

a 
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