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Employee Experience for Section 1 Completion

▪ Employee uses the provided email to 
access the online I-9 form using a 
computer/laptop, tablet or mobile device.



28© 2022 HireRight. All rights reserved. Confidential. 

Employee Experience for Section 1 Completion
Remote Order Sample Email

▪ Employee uses the provided email to 
access the online I-9 form using a 
computer/laptop, tablet or mobile device.

▪ Remote Order invite contains additional 
information to address employee 
experience.
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Section 1: Employee Information Worksheet

▪ Employee creates a personal password, first, 
to secure their information.

▪ Employee may opt in for text notification, if 
desired.
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Section 1: Employee Information Worksheet

Employee clicks the link to access their form.
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Section 1: Employee Information Worksheet

Individual Preparing Form

Employee will indicate if someone is assisting them 
in form completion, such as a translator.

Employee clicks NEXT to continue to the next 
segment of the form.
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Section 1: Employee Information Worksheet

Name of Employee

▪ Employee provides their full legal name 
including middle initial, if applicable.

▪ Employee indicates any other last names they 
have used.
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Section 1: Employee Information Worksheet

Employee Home Address

▪ Country (of residence)

▪ Street Address

▪ Apartment or Suite Number (if applicable)

▪ City/Town

▪ State

▪ Zip/Postal Code
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Section 1: Employee Information Worksheet

Date of birth

▪ Optional: Email and Phone number
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Section 1: Employee Information Worksheet

Citizenship or Immigration Status

▪ Employee indicates current status

▪ Social Security Number 

- Optional for I-9 only customers

▪ Required for I-9 customers with E-verify enabled
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Section 1: Employee Information Worksheet

Citizenship or Immigration Status

▪ Employee indicates current status

▪ Social Security Number 
- Optional for employees if your account is set up for

I-9 only

▪ Required for employees if your account has E-verify enabled
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Section 1: Employee Information Worksheet

Citizenship or Immigration Status

▪ Form prompts for information based on the 
selection made by the Employee.
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Section 1: Employee Information Worksheet

Worksheet Review

Option(s) to Edit.
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Section 1: Employee Information Worksheet

Worksheet Review

Employee will indicate the information
is accurate and should be applied to Section 1of 
their Form I-9.
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Section 1: Employee Information Worksheet

Final Review
Employee must review the I-9 and 
either Edit or continue with Attestation.

Review and Attest to the Statements.
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Section 1: Employee Information Worksheet

E-Signature

▪ Employee enters names.

▪ Review statements and indicate 
understanding by checking the boxes.

▪ E-sign and Save.
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Section 1: Employee Information Worksheet

Confirmation

▪ Visibility to I-9 and List of Acceptable Documents


