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EMPLOYEE PORTION
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Employee Portion
Employee EmailInvitation

An email will come from Form I-9C Compliance. Within this email a Login ID and 
a link to access Section 1 will be available.

Once you click the Section 1 link it will ask for you to log in with the credentials 
provided within the email.



Step 1 is entering the employee information.

*Utilize the Preparer and/or Translator section if a separate 
individual(s) assists with filling out the employee fields.

Note that you cannot move onto the next step until all required 
fields are filled in.
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Employee InformationStep 1Employee Portion



Citizenship or Immigration StatusStep 2Employee Portion

The second step is choosing 
Citizenship or Immigration Status.

Read through each option carefully 
before choosing.
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Employee Portion

The third step is to choose which 
acceptable document(s) will be used 
for verification during your Part 2 
appointment.

Once chosen you will be asked to 
upload picture(s).

You will see green check mark when 
successfully uploaded.

eDocumentsStep 3



Employee eSignatureStep 4Employee Portion

The fourth step is to digitally sign your Section 1 
I-9. Your name will appear along with a security 
question.

Choose your question from the drop-down & 
provide the answer. Click Sign when done.



Employee Portion CompleteStep 5

Now you are ready

to complete the 

Required Next Step.

The last step will be completion! You will receive a 
Verified and Secure state showing that Section 1 
was completed successfully.

Do not close out of this window - your page will
automatically load to the Designated Individual
section.



Employee PortionDesignated Individual

In order to complete Section 2 of the I-9 a Designated Person
needs to be set. Enter their Last name, First name, and email
address twice before clicking Send Invitation.
● Designated individuals need to be at least 21 years or

older & have access to email.
● Your individual can be a family member, neighbor,

co-worker, or anyone you feel comfortable with sharing
your acceptable document(s) information with.

This individual will join you to complete Section 2 of your I-9.
Please let this designated person know that they will receive
an email inviting them to complete Section 2 of your I-9. This
email needs to be saved and not deleted.
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DESIGNATED 
INDIVIDUAL PORTION
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Document 
Verification

Designated 
Individual:

Before meeting with your designated individual, please have your physical, acceptable documents ready. Your designated 
individual will be required to bring up the Section 2 email they received the day you entered their information when completing
Section 1.

o The designated individual must have a device that will allow them to access the Internet and complete Section 2. 
(e.g. computer, laptop, smartphone, tablet)

The email will be from Form I-9 Compliance and will also have the login credentials for your designated individual to use when 
completing Section 2.



Once logged in, your designated 
individual will complete Section 2 by 
entering the document information 
that you chose when filling out 
Section 1.
 
Your designated individual will need to 
fill out the highlighted fields shown on 
Section 2 of the I-9 form. 

Once the information is filled in, they 
will go to the bottom of the page and 
verify their name is showing correctly 
then check Signature Validation and 
proceed to the next step.

Document 
Verification



The last step your designated individual will need to complete is 
their signature validation.

Their last name & first name will be pre-populated into the fields. 
They will choose a security question by clicking the drop-down 
and fill in the answer.

After that they will click E-Sign Document. They will receive a 
Verified and Secure state showing that Section 2 was completed.

Document 
Verification



CLOSING
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★ Receive Section 1 Link

★ Complete Section 1 (all 5 steps)

★ Assign Designated Individual for Section 
2- Document Verification

★ Meet with Designated Individual 
in person 

• Have physical documents ready
• Ask Designated Individual to log onto 

the Form-I9 Compliance site using 
the login information provided via 
email

★ Designated Individual completes 
Section 2

Let’s 

Recap!

Closing

1
5



16

Questions?Contact Information:

Email: 
HROnboarding@hfhs.org 

Phone:  313-874-1095

Closing

mailto:HROnboarding@hfhs.org
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