
 

 

 

 

 

Onboarding Form I-9 – Job Aid 

*Note: This Form is REQUIRED to be completed within three (3) days of hire. 

From Home Page; 

1) Click on Inbox icon or card  
2) Click on “Complete Form I-9”  

 
3) The form to be completed will appear on the right-hand side of the screen 

 
 
 
 
 
 
 
 



4) In the top portion of the form, complete the items with a RED asterisk *  

 
5) In the second section of the form, you will need to provide information regarding your 

citizenship.  
• Select the applicable box and additional information required, indicated by a RED 

asterisk *.  

 
 
 
 
 
 
 
 
 



6) In the last section of the form, you will need to check the box that you agree that you are 
aware of the federal laws surrounding this form.  You will also need to indicate if a preparer 
or translator was utilized to complete the form.   

• If you utilized a preparer or translator, you will need to provide their information.   

 
7) Once you have completed your elections, Click the Submit button at the bottom of the 

screen.  

 

 

*Do Not Forget To Bring Your ID(s) To Human 
Resources. You Will Need To Bring EITHER, One (1) 
Item From List A; OR, One (1) Item From List B AND 

One (1) Item From List C. 
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