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Completing I-9 Sections 1 and 2 through I-9
Virtual
This guide offers a step-by-step process for accessing and completing your I-9
Employment Authorization Requirement using I-9 Virtual to ensure a smooth and
efficient verification of your employment eligibility. It provides clear instructions on
navigating the platform, entering personal information, uploading necessary
documents, and connecting with an agent for final verification.

1 Navigate to I-9 remote link provided to you in your Welcome Email. This will
navigate you to Section 1 of the I-9 Employment Authorization Requirement.

2 Click "Continue" when you are ready to begin.
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3 Enter your personal information.

4 Once you have entered your personal information and identifiers, read and
acknowledge information by initialing under the "Signature" section and click
"Continue".
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5 Click "Yes" or "No" if you have a Visa.

6 Read and acknowledge information by initialing under the "Signature" section.
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7 Click "Continue".

8 In next section, you will enter your Hire Date on your offer letter. Enter your
Citizenship Attestation and confirm if you did or did not utilize a preparer and/or
translator.
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9 Click "Continue".

10 Read and acknowledge information by checking the checkbox under "Employee
Electronic Signature".
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11 Click "Continue".

12 Next steps include loading your documents. Ensure you have these saved and/or
ready to capture.
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13 You will need one (1) item from List A OR one (1) item from List B and one (1) item
from List C to verify your I-9.

See below for the examples of documents to upload or view additional
information through the Official Website of Homeland Security by clicking HERE.

List A Document example (U.S. Passport shown below but other documents can
be chosen from list of acceptable documents).

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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List B Document example (Driver's License shown below but other documents can
be chosen from list of acceptable documents).

List C Document example (Social Security card shown below but other documents
can be chosen from list of acceptable documents).
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14 Once you are ready to upload your documents, click "Continue".

15 Choose your document types.



Made with Scribe - https://scribehow.com 10

16 Click "Continue".

17 Select document type and click "Choose File" and attach document.
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18 Click "Attach".

19 Upload your document(s).
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20 Click "Finished" once you have added all your required documents.

21 Verify that your documents have uploaded successfully.
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22 Click "Continue".

23 Next Steps will be to connect with an agent to verify your uploaded documents.
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24 Click "Connect with Agent".

25 Once you are connected, you will be welcomed by an agent to verify Section 2 of
the I-9 Verification process.

26 You will be asked to verify your name and employer.

27 You will be asked to verify document type uploaded in Section 1 and they will ask
you to show front and back portions of the document to verify.

28 Once your documents have been verified through the virtual verification process,
your I-9 process is complete.


