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COMPLIANCE DASHBOARD | NEW ELECTRONIC FORM I-9 (NO PREPARER AND/OR TRANSLATOR) 

❖ At the Compliance Dashboard: Click the “New eForm I-9” option 

 

 

AT THIS STEP: Authorized Representative hands over the mouse and keyboard to the employee 

 

❖ NEW HIRE/EMPLOYEE: Type in your last name AND first name in the “User Info” window 

  

❖ NEW HIRE/EMPLOYEE: Click the “OK” button at the bottom right corner to continue 
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❖ NEW HIRE/EMPLOYEE: Complete Section 1 of the electronic Form I-9 

NEW HIRE/EMPLOYEE: Last Name 

NEW HIRE/EMPLOYEE: First Name 

NEW HIRE/EMPLOYEE: Middle Initial (if applicable) 

NEW HIRE/EMPLOYEE: Other Last Names Used (if any) 

NEW HIRE/EMPLOYEE: Address 

NEW HIRE/EMPLOYEE: Apt. Number (if applicable) 

NEW HIRE/EMPLOYEE: City or Town 

NEW HIRE/EMPLOYEE: State 

NEW HIRE/EMPLOYEE: Zip Code 

NEW HIRE/EMPLOYEE: Date of Birth (mm/dd/yyyy) 

NEW HIRE/EMPLOYEE: U.S. Social Security Number 

 Optional field 

 HOWEVER 

 It is required for E-Verify 

 

Please only check the 

checkbox: 

“SSN Applied For” 

if the employee has 

applied for but not yet 

received his/her U.S. 

Social Security Number 
 

NEW HIRE/EMPLOYEE: Citizen Status 
 

 

 

❖ NEW HIRE/EMPLOYEE: If there is no error/mistake, check the “Signature Validation” box (Signature of Employer or Authorized Representative) in Section 1 

to electronically sign Section 1 of the Form I-9 
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NEW ELECTRONIC FORM I-9 | EMPLOYEE SIGNATURE IN SECTION 1 

❖ NEW HIRE/EMPLOYEE: Select the “Secret Question” 

 

 

❖ NEW HIRE/EMPLOYEE: Type in the answer to the “Secret Question” 

 

❖ NEW HIRE/EMPLOYEE: Click the “E-Sign Document” button to complete the electronic signature process (Section 1) 
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❖ NEW HIRE/EMPLOYEE: Select the following option: 

 

o Exit the pop-window by clicking the “Close Form” button 

 

OR 

 

o Print the electronic signature confirmation by clicking the “Print this E-Signature Receipt” button (optional step) 

 

 

Congratulations! You have completed 

Section 1 of the electronic Form I-9!   
AT THIS STEP: NEW HIRE/EMPLOYEE hands over the mouse and keyboard to the Authorized Representative 
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❖ Authorized Representative: Complete Section 2 of the electronic Form I-9 

CLICK HERE FOR SECTION 2 SAMPLE WITH LIST A DOCUMENT 

CLICK HERE FOR SECTION 2 SAMPLE WITH LIST B AND LIST C DOCUMENTS 

CLICK HERE TO REVIEW THE LISTS OF ACCEPTABLE DOCUMENTS 

 

NEW HIRE/EMPLOYEE INFORMATION: List A Document 

 OR 

 List B and List C Documents  

NEW HIRE/EMPLOYEE INFORMATION: First day of employment  

Authorized Representative: Title of Employer or Authorized 

Representative  

Authorized Representative: Last Name  

Authorized Representative: First Name  

Employer Information: Employer’s Business or 

Organization Name  

Employer Information: Employer’s Business or 

Organization Address  

Employer Information: City or Town  

Employer Information: State  

Employer Information: Zip Code 
 

 

❖ Authorized Representative: Click the “Save” button at the bottom of the electronic Form I-9 

If there is no error, check the “Signature Validation” box (Signature of Employer or Authorized Representative) in Section 2 to electronically sign 

Section 2 of the Form I-9  
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NEW ELECTRONIC FORM I-9 | EMPLOYER OR AUTHORIZED REPRESENTATIVE SIGNATURE IN SECTION 2  

❖ Authorized Representative: Select the Secret Question 

 

 

❖ Authorized Representative: Type in the answer to the “Secret Question” 

 

❖ Authorized Representative: Click the “E-Sign Document” button to complete the electronic signature process (Section 2) 
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❖ Authorized Representative: Select the following: 

 

o Exit the window by clicking the “Close Form” button 

 

OR 

 

o Print the electronic signature confirmation by clicking the “Print this E-Signature Receipt” button (optional step) 

 

Congratulations! You have completed 

Section 2 of the electronic Form I-9! 
 

------------------------------------------------------------Click here for: “How To Submit To E-Verify”------------------------------------------------------------ 
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ARCHIVED ELECTRONIC FORM I-9 | SUBMIT TO E-VERIFY 

❖ Authorized Representative: Click on the respective record from the “View Archived” option 

 

 

❖ Authorized Representative: Scroll down to the bottom of the “Archived electronic Form I-9 record” 

 

❖ Authorized Representative: Click the “Submit E-Verify” button at the bottom of the page 

 

 

❖ Authorized Representative: Please wait for the initial E-Verify Result (5 to 15 seconds) 
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SECTION 2 LIST A DOCUMENT 

EXAMPLE OF LIST A DOCUMENT INFORMATION RECORDED 

Employment Authorization Document (Form I-766) 

--CLICK HERE TO GO BACK TO SECTION 2 INSTRUCTIONS WITHOUT PREPARER/TRANSLATOR ASSISTING THE EMPLOYEE IN SECTION 1-- 

--CLICK HERE TO GO BACK TO SECTION 2 INSTRUCTIONS WITH PREPARER/TRANSLATOR ASSISTING THE EMPLOYEE IN SECTION 1-- 

From top to bottom: 

 

• Document Title: 

Employment Authorization Document 

(Form I-766) 

 

• Issuing Authority: 

USCIS 

 

• Document Number: 

918273645 

 

• Expiration Date (if any) (mm/dd/yyyy): 

09/08/2017 

 

• Document Title: 

[Grayed out | Not an entry data field] 

 

• Issuing Authority: 

[Grayed out | Not an entry data field] 

 

• Document Number: 

SRC1234567890 

 

• Expiration Date (if any) (mm/dd/yyyy): 

[Grayed out | Not an entry data field] 

 

• Document Title: 

[Grayed out | Not an entry data field] 

 

• Issuing Authority: 

[Grayed out | Not an entry data field] 

 

• Document Number:  

[Grayed out | Not an entry data field] 

 

• Expiration Date (if any) (mm/dd/yyyy): 

[Grayed out | Not an entry data field] 
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SECTION 2 LIST B AND LIST C DOCUMENTS 

EXAMPLE OF LIST B AND LIST C DOCUMENTS INFORMATION RECORDED 

List B Document: Driver's license issued by state/territory | List C Document: (Unrestricted) Social Security Card 

--CLICK HERE TO GO BACK TO SECTION 2 INSTRUCTIONS WITHOUT PREPARER/TRANSLATOR ASSISTING THE EMPLOYEE IN SECTION 1-- 

--CLICK HERE TO GO BACK TO SECTION 2 INSTRUCTIONS WITH PREPARER/TRANSLATOR ASSISTING THE EMPLOYEE IN SECTION 1-- 

From top to bottom: 

 

---List B Document--- 

• Document Title: 

Driver's license issued by state/territory 

 

• Issuing Authority: 

California 

 

• Document Number: 

N123456789 

 

• Expiration Date (if any) (mm/dd/yyyy): 

12/31/2018 

 

 

---List C Document--- 

• Document Title: 

(Unrestricted) Social Security Card 

 

• Issuing Authority: 

Social Security Administration (SSA) 

 

• Document Number: 

564-73-8291 

 

• Expiration Date (if any) (mm/dd/yyyy): 

[Grayed out | Not an entry data field] 
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LISTS OF ACCEPTABLE DOCUMENTS 

--CLICK HERE TO GO BACK TO SECTION 2 INSTRUCTIONS WITHOUT PREPARER/TRANSLATOR ASSISTING THE EMPLOYEE IN SECTION 1-- 

--CLICK HERE TO GO BACK TO SECTION 2 INSTRUCTIONS WITH PREPARER/TRANSLATOR ASSISTING THE EMPLOYEE IN SECTION 1-- 

 


