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How to Fill Form I-9 Section 1 through Portal link? 

1. The workflow of I-9 portal Section 1 by the employee is depicted below through 
relevant screen shots:  

 Portal link address would navigate the employee to the I-9 portal. Enter the company 
authorization code (Fig.1). Click on ‘Continue’ button. 

 

Figure.1 

This would pop up a question ‘Are you a returning employee’? If the employee is trying to access 
the I-9 portal for the first time, select the answer as ‘No’ else select ‘Yes’. Select the worksite 
location. Select the option ‘Yes’ for the next question as the employee is seeking the help of self 
registered agent. Refer Fig.2. 
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Figure.2 

Click on ‘Continue’ button. This would navigate to the Form I-9 section 1 where the employee 
has to enter his details including citizenship status (Fig.3).  

Figure.3 

Click on ‘Save & Continue’ button at the bottom of the page. This would navigate the employee 
to the page where has to enter his electronic signature using mouse. 
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Figure.4 

After drawing the signature, click on ‘Save Signature’. This would save and display the saved 
signature. Click on ‘Continue’ button. In the next page, if the employee has used the service of a 
translator to fill section 1, select the option appropriately. Refer fig.5. If the service has availed, 
then employee will have to enter the details of the translator. If no service has been availed, 
then select the option accordingly. 

 

Figure.5 

Click on ‘Continue’ button. The list of supporting proof documents that can be submitted by the 
employee would be listed. Click on the ‘Select’ button to select the soft copy of the proof 
document from the system, Click on the ‘Upload’ button to upload it. Refer Fig.6. The uploaded 
file would be displayed in a grid. 
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Figure.6 

Click on ‘Continue’ button. This opens up the following page (Fig.7). 

  

Figure.7 
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Enter the self registered agent details. If the employee needs a copy of the mail that is being sent 
to the Agent, check the box ‘Send a copy to me’. Click on the button ‘Save Info & Notify’. 

A success message would be displayed and the employee may click on the ‘EXIT’ button 
displayed on the page to exit from the I-9 portal. 

 

Section 2 Review of the form I-9 is done by the agent registered by the employee. This is done 
through the mail notifications to employee and the agent.  

 

2. The mail flow to the employee and Self registered agent once the employee 
finishes off his Section 1 details is depicted below through relevant screen shots:  

1. Once the employee completes his I-9 Section 1, the following mail would be sent to the 
employee(Fig.8). 

 

Figure.8 

If the employee wants to return to his I-9 portal to change any details or to change the self 
registered agent, then only the details in this mail have to be used, or else consider this as a 
notification mail. 

2. Once the employee enters the self registered agent details in the I-9 portal, and save it, the 
following mail would be sent to the employee. Refer fig.9. 
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Figure.9 

The remote agent code in this mail is the code that has to be given to the self registered agent 
for employee’s I-9 Review. 

 4.  When the employee enters the details of the self registered agent and click on the button 
‘Save and notify’ a mail would be sent to the Agent. The mail that would be received by the self 
registered agent is as follows. Refer Fig.10.  

Note: If the checkbox ‘Send a copy to me’ (Fig.7)is checked in the Self registered agent page, 
then a copy of the mail that is sent to the self registered agent will be sent to the employee also.  
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Figure.10 

 

---The End--- 


