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Abstract: 

Newly hired employees must complete and sign Section 1, no later than the first day of the 

employment. Section 1 should never be completed before you have accepted the job offer. 

The HR enters the necessary information of the new employee using either the Quick-Invite 

or Wizard method. Subsequently, the new hire will receive an email containing a link that 

directs them to a portal where they can conveniently complete Section 1 of the process. 

The Employee must complete each field in Section 1 as described below.  

Steps to Follow: 

1. Upon receiving an invitation from the HR department to complete Form I-9, the new 

employee will be sent an email containing a link. The employee is required to click on 

the provided link, to fill in the Section 1. 

 

 

2. In the corresponding “I-9 Forms Details Entry” page, complete the required details.  
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3. Download the Instruction manual to complete the Section 1, and click on “CONTINUE”. 

 

 
 

 

4. Complete the mandatory fields in the Section 1 of the Form I-9, and click on “SAVE & 

CONTINUE”. 

 

 

 

5. Modify the details entered by using “Change Information” button on the “Employee 

Review” page.  
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Complete the Initial & Secondary Verification Question with the answer. Click on 

“CONTINUE”. 

 

 

6. If you’re making use of a translator to complete I-9, make sure to check the appropriate 

check box indicating the same. Click on “Continue”. 

 

 
 

 



How to Fill in Section 1 2023 
 

5 | P a g e  
 

7. The success message would be displayed with an option to “View Receipt”, “View/Print 

Receipt” & “Send Receipt”. 

 

8. Choose the documents that has to be uploaded from the below Lists, Upload it and click 

on “EXIT”. 
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