Uploading a Paper I-9

A paper Form I-9 can be filled out, scanned and uploaded, if necessary, to
retain the signed form electronically. Once the Form I-9 has been securely
stored in an electronic format, the original paper Form I-9 can be destroyed.

Click Upload Paper I-9 from the dashboard menu to initiate the process.

Welcome to |-9

E Start a new Form |-9

Fill out Form I-3 Send Link to Employee |!pload Paper -9

Upload Paper 1I-9
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Uploading a Paper I-9

Enter the employee information in Section 1 on the “Upload I-9 page and click Continue.

Upload Paper 1-9

There is a masimum size of 2150 KB for the scanned Form -9 immage file you will upload. To complete the Upload Paper 1-9 you will enter the Form |I-9 information.
upload the scanned image of the Form -9, and then confirm the transaction.

Section 1. Employes Information

Auddiress (Srraet Mumber and Mame]

* Diate of Birth (mmid ot

= Farst Manme Middile Initial

Apt. Mumiser City or Tows
E-mail Address

LS Social Security NMurmniber

CIssM Applied For

* Required Field

Maiden and Other Mames

Telepihone Nurmiber

= Citizenship/immigration Status

Work Unital Date (men"ddlfyyyy)

AlTenSUISOCTS MNusrmilbes

Foreggn Passport Numiber

O Emypiloyes obtained Form 1-94/1-94A numiber within the LS. or entered the U_S. without a foreign passport

Preparer andsor Translator Information

Formm 194 Agimassaon MNusrmiber

Country of Issuance

Last MNanme

Acihdress (Street Mumber and Mamel

Add Preparer

Camncel Continue

FHrst Mame Signature Date (rmmSddiymnnd

Oty o o State
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Section 2 — Employer Review and

Verification page will display.

Review the employment date,
location code and Section 1

information.

Select the documents presented by
the employee and click Continue.

Location:

List A
List A proves identity AND work authorizaton:

Reecript (g, replacement) What's This?

® UstBandC

List B proves identity:

Recript {eeg,, veplacement) What's This?
List € proves work authorizaton:
| Recript {eg, replacement) What's This?

terminated bel apleeting 19

-
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Uploading a Paper I-9 Continued...

Enter the document information presented by the employee in Section 2 of Form
1-9 to be uploaded and click Continue.

gl Section 2 - Employer Review and Verification
Enter the docurment information in Section 2 of the -9 to be uploaded.

List B document - Driver's License Issued by State or Possession with Photo
Issuing Authority:

Choose the State or Territory on the Drivers License... e Sample Document

Drocurnment #:

Expiration Date (mmurddMAyyyy)s

List C document - Original Birth Certificate or Certified Copy with Official Seal
Issuing Authority:

Sample Document

DovCcurnmeert #F:
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Uploading a Paper I-9 Continued...

The Upload I-9 Image page will display. Upload the scanned image of the Form I-9
by selecting the Choose file button. Browse to the file of the I-9 image and Click
Upload I-9 Image. Do not upload any supporting documentation.

Upload I-9 Image

Select the file of the I-9 image to upload in a supported format (TIF, GIF, PG, PDF) and then enter the indexing information and finalize the I-5 on
the following pages.

Mote: The maximum file size that can be uploaded is 2150 KE.

Click the Choose File button to select the 1-9 image file you want to upload:
Choose file | No file Chosen

(tif, gif, jpg. pdf)
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Employer Review

Review and change
information if necessary.
To confirm the submission
complete the Employer
Electronic Signature
certification statement | ‘__”
and Cll Ck Continue. e 2|:rr:r.”'lr'n‘lmmm"”m.mm“"r

Foroign Passpart Mumbor: Cosntry of lsmance:

R i Corate ¥ Dt el

Document Information Summary

Issuing Authority: Michagan

Dorument & 45T

Expiration Date 0124201

(mmiddyyyyr

list € document: Qriginal Birth Certificate or Certitied Copy with
Official Seal

Issuing Authority: state of michigan

Dovument # 0123456

Employer Electronic Signature (English | Espafic)

*| ttest, under penalty of perjury, that the Farm H9 inbormation entened is correct and relates to the srplayes
1 s attest 1o the following:
= The image of the Form | 4 being uploaded
= I or an authanzed representa

employee’s decision to ¢
= | authorize my electronic signature

2 Informiation on thes page.

e that the emy amed on the Fonm |9 prowide verbal andror witten awthonzation to affic the emplayes's electronic stgnature to any documents required to be prowded to the emplayee regarding the
results ot the verification of the employee's work authorization by the United States gavemment.

aurtmatically atfixed to any o the emy Ik the emplciyee rontestingt rontest the results of the verfication of the pmplayes's work autharization by the Linited States government.

or discriminati ng F\,}iln:.‘ an’,‘pr;\l:\ whi rereives 3 tenfatie nonrontirmation Tespanse.

LIMenits pro

= | am not using govermment veritications far pre-screening purpe:

[ 1 have read and agree with the certification statement above.
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The Employee Detail page will display indicating the 1-9 was successfully added.

The original paper Form I-9 can be destroyed.

Employee Detail

The -9 was successfully added.

Mame:

test test

Address:
1407 ABC Way

Employment Date:
01/24/2020 (£ Change Employment Date

Alien Registration Number/USCIS Number:
Reverification Due Date:

Obtained 1194 from USCIS:

Group:

None

Form I1-129 Aling Date:

Other Names Used:

City,State & Zip
East Lansing, Ml 48823

TWN Hire Date

1-94 #:

Reverification Due Reason:

Location:

Default [# Change Location

Full Middle Name:
[# Change Full Middle Name

U.S. Sodial Security Number:z
Applied for (& Change SSM

E-mail Address:

Termination Date:

.4 Change Termination Date

Receipt Due Date
Foreign Passport Number:

Receipt Code:

Previous Locations:

Audit Report:

View/Download

Date of Birth:
01/01/2000

Telephone Number:

Work Status:

A Citizen of the United States
Receipt Due Document
Country of Issuance:

19 Data Id:
47927660

m Upload Paper 1-9 Receipt Update
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