
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.



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



Uploading a Paper I-9 Continued…

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.



Uploading a Paper I-9 Continued…
Enter the document information presented by the employee in Section 2 of Form 
I-9 to be uploaded and click Continue.



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.



Review and change 
information  if necessary. 
To confirm the submission 
complete the Employer 
Electronic Signature 
certification statement 
and click Continue.



The Employee Detail page will display indicating the I-9 was successfully added.

The original paper Form I-9 can be destroyed.
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