COMPLETING YOUR ELECTRONIC I-9
Employee Instructions

Step 1: Open the New 1-9 Web site.

1. Open your Web browser and type
www.newi9.com or
http://www.newi9.com in the address

. Login to I-9 Management
Get online access to your
Enter your employer's name or code

employees’ Forms [-9! number below to access your

bar and press Enter. (1) gemﬂwmm
Employer Name or Code:
2. On the 1-9 Welcome page, enterthe 5 Attention Employees! New to I-9 Management? 16868
digit employer code 16868 of your For 13 onine? e o0 o 0 Mg Your employee's Forms 13 I Ramersbar my 10 on this Computer
Employer Name or Code field. oot Sacions Fare & <
o More information on secure

enrolment

3. C|IC|( GO Go to newl9.com o

Step 2: Login.

L. In the Enter the text above field, enter R

the characters displayed in the picture
above the field.

2. Click Continue.

Mew Picture

o Enter the text above:

@ | [ Contnue |

Step 3: Complete the 1-9 information.

1. In the flelds provlded y enter your name, o ILssl Name (Family Name) IF\rst Name (Given hame) IMiddIe Intial
add ress’ date Of blrth ! and _SOCIaI S_ecu rlty Address (Street Number and Name) Apt. Number City or Town State
number. Name on the Social security card | | | [
mus[ ma[ch What- /'s ente,-ed /n the Last IDale of Birth U.S. Social Security Number IE—maHAddress Telephone Number
(Family Name), First (Given Name), and (i) foptions) fopton)

Middle Initial field

Other Hames Used (if zny}

Zip Code

2. Select the appropriate citizenship option, | 5
and if required, enter your Alien number, Erployment e (msSi)
e

1-94 number, and/or the last day you are
eligible to work in the United States.

I attest, under penalty of perjury, that 1 am (check one of the following):
3. Click Continue. '::'Acitizen of the United States
9 ) Anoncitizen national of the United States (see instructions)
. : H : © Alawful permanent resident  (Alien Registration Number/USCIS Number): I
Note: A message will display with
© An alien authorized to work until  (expiration date,if applicable,mmiddfyy):

applicable flelds if there are miStakeS yOU r [] Employee is an alien whose work authorization does not expire or has no specific expiration date
to correct for their employment authorization (see instructions)

For aliens authorized to work, provide your Alien Registration Number/USCIS Number OR Form [-34
Admission Number.

1. Alien Registration Number/USCIS Number:
OR

2. Form 1-94 Admission

If you obtained your admission number (Form 1-94) from CBP (Customs and Border Protection) in
cennection with your arrival in the United States, include the following

Foreign Passport Number:

Cuumryoﬂssuance.l E

D Employee obtained Form 1-94/-94A number within the U.S. or entered the U_S. without a
foreign passport (see instructions)
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16868


Step 4: Review your information.

Carefully review your
information. If any
information is incorrect,
click the Change
Information link.

Sign your 1-9
electronically by selecting
the check box.

Note: To view the
information in English or
Espanol, click the
appropriate link.

Click Continue.

2]

12 Instryctions |9 Instruccionas

by who prepared the 1-9
form.
After verfyng that the nformation & comect, complete the sinatune block at the hottom of the page.
fou can make changes to the nformaticn by cicking on the ink balew the nformation.
¥ou must present a phato I o prave your identiy for the emplover to complite Section 2. After

completing Section 2 of your 19 the employer wil electronicaly varfy your work authorzation with the
Unied States govemment.

Mames John St
Other Namwes Used:
LS. Soctal Security Number: 145678813
Date of Birth: 03/13/1586
Address: 173 Man 58
5t Lous, MO 63023
E-madl Address: Jsmeh@company.com
Talephone Number: 314-657-5309
Employment Date:
‘Work Status: A Ctzen of the Unked States

Alben Regestraton
Mumibar[USCIS Number:

154 &

Alen Work Until Date:
Forgign Passport Number:
Country of lsuane:
Obtained 1-94 from USCIS:

* Change Information

Empiloyes Electronic Signature  ([ngish | Eatol
iy chacking ths chackbox 1 attast to the folowng:

= 1am aware that federal Bw provides for morsonment and/or fines for falie statemants or use of
false documents n connection with the completon of this foem,

« Tundarstand that the amployer may slecironicaly werfy my work authorimtion with the Unked
States povernment.

= IF my work 3uthorzation & verfisd with the Unked States gowarmmant, 1 authorte my Section 1
electronic signature to be autormaticaly appled to the documents the employer will provide me
should 1 contestinot contest the verfication results.

) o) [ ]| @)

Step 5: Logout.

1.

3.

1.

Review your information in the
Employee Summary section.

Review the list of employment eligibility
documents you will be asked to present
on your first day of work.

Note: The list of documents varies
based on to the citizenship status you
entered in Section 1 of your 1-9.

Click Logout.

When this page opens, close the Web
browser to ensure your information is
cleared from the browser’s memory.

Notify the hiring manager that you have
completed your 1-9 information or if you
were unable to complete your 1-9.
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Step 6: Close the Internet Explorer Web browser.

Thark vou for using I-9 eXpress. You have successfully ended your onling session. To log back in, click
here,

To completely clear your activity from yvour Internet browser's memory, we recommend that you close this
window. Closing the window is espedially important if vou use a shared or public cormputer,






