COMPLETING YOUR ELECTRONIC 1-9
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 bar and press Enter.

2. On the 1-9 Welcome page, enterthe
5 digit employer code for your
company in the Employer Name or
Code field.

3. Click Go.
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Step 2: Login.

1. In the Enter the text above field,
enter the characters displayed in the
picture above the field.

2. Click Continue.
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Step 3: Complete the 1-9 information.

1. In the fields provided, enter your name,
address, date of birth, and Social Security
number. Name on the Social security card
must match what is entered in the Last,
First and Middle Initial field

2. Select the appropriate citizenship option,
and if required, enter your Alien number,
1-94 number, and/or the last day you are
eligible to work in the United States.

3. Click Continue.

Note: A message will display with
applicable fields if there are mistakes
need to correct.

Section 1. Employee Information and Verification.
To be completed and signed by employee at the time employment begins.

Last First Middle Initial Maiden Name
Address (Sheet Name and Number) Apt. # Date of Birth (mmyddinay)
City State Zip Code Social Securty #

I l I |

| attest, under penaly of perjury, that | am (check one of the folowing)

O A ciizen of the United States
: © A noncitizen national of the Uned States (see instructions)
© Alew il permanent resident (Alen #) Al
O An alen suthorized to work
(Aten #) A toem)|

Exmblh(ilwﬁ (mmiodyyyy)
GEnnbyuinybe. Refugee, Micronesia Ceizen or Marshal islands Cizen




Step 4: Review your information.

-
1. Carefu”y review your hlmmmmmmmmmmmmmmmnmmel—?
information. If any After verifying that the information ks comect, complete the signature block at the bottom of the page.

¥ou can make changes to the information by clcking on the Ink below the nformation.

information is

ou must present a photo ID to prove your identity for the employer to complete Section 2. After
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Change Information (1] N

- Maiden Name:

Ilnk- Social Security #: 999.63.8333

girth Date: 01/01/1950

2. Slgn your 1-9 Address: 123 Man 5t.

. Anywhere, OH 44444
electronically by Enployment Date: 631112008
selecting the check M ey R s
box. mwmum;ixé:
# Change Information

Note: To view the @ | e s sk i)
information in Eng“Sh [y checking this checkbox I attest to the folowing:
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appropriate link. " LT S e et s e

3. Click Continue. T o () ©

Step 5: Logout.

1. Review your information m_the O o A —
Employee Summary section.

origral
et groves yous ISENTITY st AUTHERIZATICN TO WORK 11 tho U5,

ou may want to pont ths Daoe as 3 recept for your reference.
If ary earons were made i Creating this 149, you may start over and enter a new 149 to replace this one.

2. Review the list of employment Y————
« ag sge . Employee Summary
eligibility documents you will be o s s
asked to present on your first day of B ——"
WOfk. Address: 123 Mar St.
Note: The list of documents varies i
based on to the citizenship status ———m
you entered in Section 1 of your 1-9.
Yiou must brng either 1 item from List & or a combination of 1 item from List B and 1 itemn from List C.

1 List A - Identity and work authorization
3. Click Logout. P ————
9 List B - Identity List C - Work authorization
Cinic, doctor or hospital record Certifications of Brth Abroad from U.S. Dep. of Stat
(Farm FS-545 er DS-1350)

Day-care or nursery school record

Ceiver's beerse or 10 card ksued by a state

ID card bsued by federd, state, o local government
Ry

1D Card for use of Resident Citizen in the United
States (Form 1-178)

Natrve American tribal document

Mitary dependant's ID card Origndl or certifed copy of a birth certificate
Native Amesican tribal document ‘Sacial Security card receipt

Schodl 1D card with 3 photograph .S, Citizen ID Card (Fom 1-297)

Schol record or report card Unost 'ﬁww CWTHB"WEA (ot stating
LS, Coast Guard Merchant Mariner Card L o ——
ULS. Mitary card of draft record I:Hstmhel than List &)

WVoter's registration card

Step 6: Close the Internet Explorer Web browser.

1- When thiS page OpenS, Close the Internet Thank you for using 1-9 eXpress. You have successfully ended your online session. To log back in, click
Explorer Web browser to ensure your b
information is cleared from the browser’s To completely clear your activity from your Internet browser's memory, we recommend that you close this

window. Closing the window is especially important if you use a shared or public computer.

memory.

2. Notify the hiring manager that you have
completed your 1-9 information or if you
were unable to complete your 1-9.



