
 

 

How to Fill Section 2 of I-9 

 

 

 



  STEP 1:- 

 

 

 

 

 

 

 

Click on Summary & Alerts 



  STEP 2:- 

 

 

 

 

 

 

 

Click on the “View” checkmark under 

Section 2 Pending Section. 



  STEP 3:- 

 

 

 

 

 

Enter an employee record 

that you want to review 

and click on “Search”. 

Click on the Checkmark 

that’s under “Review” to 

edit Section 2 of that 

employee. 
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  STEP 4:- 

 

 

 

 

 

 

Click here if you want to edit 

out any details in Section 1. 



 

 

Depending upon the document 

selected, enter the corresponding 

document number and its expiry 

date. 



 

 

 

 

 

 

 

Enter any information here 

(optional) 

Enter the first day of employment 

of the candidate. 

Click on “Complete & Continue” 

to  



  STEP 5:- 

 

 

 

 

 

 

  

Click on the Checkbox and 

enter your initials in the box 

provided.  

After putting your initials, click on 

“E-Sign & Continue” to 

electronically sign the review 

process & the I-9 form.  
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STEP 6:- 

 

 

 

 

 

Click here, to generate and view 

the entire I-9 for this employee. 

Click here, to go back to I-9 main 

interface. 


