OFFICE OF

Northwestern | HUMAN RESOURCES 12 Service Center

Completing I-9 Section 1

If you need help with completing the I-9 form, contact askHR at askHR@northwestern.edu or
call 847-491-4700.

Process for New Employees Completing Section 1 of the I1-9 Form

1.| New employees must complete Section 1 of the I-9 Employment Eligibility Verification Form. You can
complete Section 1 as soon as you accept a job offer, and it must be completed by the end of your first
day of employment.

2./ Create a new account in the 1-9 Service Center.

Go to the website: https://northwestern.i9servicecenter.com/Login.aspx
b. Create a new Username and Password in the area under the New Employees header.

a. The password is unique to this website; it is not your NetID password.

b. The password must be at least 15 characters long and contain a lower case letter,
an upper case letter, a number, and a special character from the following list:
@_'#S%()*+-~"&?.[]{}(space)

c. Enter your email address. This information is not required, but if Human Resources needs to
reach out about an issue with the I-9, it is helpful to have a way to contact you.

d. Enter your employment start date if you know it (this field is not required).

e. Enter the school and department. If you are not sure what to select for these, ask your hiring
department or your hiring manager.

f. Click the Start I-9 button on the bottom.

QU

Existing Accounts NEW EMPLOYEES

If you already have a password... Start here to complete your new I-9,

Please create a Username and Password.
Fields in red, with an asterisk (*} are required.

*Username:|abc1234

4 characters minimum.

Letters and numbers anly.

verama ] “Password:
S =Confirm:
Log In)

Password must be 15 minimum

characters. Thay must contsin ona upper cass, ane

lowsrcase, ene numeric and ene spacial charscter

Acceptable Special Charactersare @ _!# 5% ()= +-~ "~ &7.[]1{} (space)
Forgot your password?

Please retain your Username and Password in case you need to access the I-9 Service
Center in the future

Please enter your preferred email address for I-9 correspondence. It does not have to be
a Morthwestern email. If you do not have an email account, you can skip this step.

Please enter the first day you start{ed) employment with Northwestern University

Email Address:|test@r’|orth'.ﬁfestem.edu |

Start Date:[Jan_v|[10 v][2022 |

"Schuol;"i\rea:| McCarmick Vl
"Depar‘tment:‘(en:er:| 3480 MCC Mechanical Engineering V|

Start I-9
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3.

The first page is a welcome page with a title Completing Form 1-9, Section 1. Click the Continue button

on the right.

1-9 SERVICE CENTER

Logout Help

Completing Form 1-9, Section 1

Before starting, grab your:
1. Identity documents and
2. Us work authorization documents.

Please click here to review the List of Acceptable Documents

Welcome to Northwestern University! You are ready to begin the employment verification process.

On the Name Information page, enter your name.

a. Enter Last Name and First Name.

b. If you don’t have a Middle Initial or Other Last Names Used, enter N/A into those boxes.

c. Click Continue.

Name Information

~Middle Initial

~Last Name (Family Name}
‘ Testing “ (7] ‘ MN/A

v]e

Other Last Mames Used

~First Mame (Given Name)
‘ Testing v | © { N;’fi\l

—,

‘ Back ‘

On the Address Information page, enter your home address. If you are a student living in on-campus
housing, put your on-campus address. You must enter a United States address; do not enter a foreign

address. Click Continue.

Address Information

—Address (Street Number and Name). ~City or Town
123 Main Street \/ (2] Evanston \/ ‘ (7]
Apt. Number (Not Requirecﬂ/ ‘ (2] ‘ IL \/V (7]
-Zip Code
‘ 60203 v ‘ (2]

‘ Back ‘
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6.

On the Personal Information page, enter your Date of Birth and Social Security Number.

Q

You must enter a Social Security Number if you have one.
all new employees must provide a Social Security Number.

box empty.

Click Continue.

Personal Information

~Date of Birth (mmy/dd fyyyy)— E-mail Address (Mot Required)
01/01/1980 \/ 2] test@northwestern.edu \/ @

.S, Social Security Number——— Telephone Number {Not Required)

‘123—45—6?89 v' | © | 123-555-1234 v ©

(o]

Northwestern University is a participant in the federal government E-Verify program and
If you are a foreign national and you don’t have a Social Security Number yet, you can leave the

E-mail Address and Telephone Number are not required, but providing the information will
allow Human Resources to contact you if there are any problems with the 1-9 form.

On the next page, select your citizenship status and click Continue.

| attest, under penalty of perjury, that | am:

© 1. A citizen of the United States @
(O 2. A noncitizen national of the United States @
) 3. A lawful permanent resident @

) 4. An alien authorized to work ©

(o]
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8.|If you are an international student or international scholar on a visa (F-1, H-1B, J-1, TN, O-1) or have an
EAD card, choose the option An alien authorized to work.

a. You will need to provide the end date of your work authorization. If you have an EAD card, this
is the expiration date of your card. For F-1, this is the Program End Date from the I-20 Form. For
J-1, it’s the authorization period end date from the DS-2019. For H-1B, it’s the H-1B
authorization end date from the 1-797 Approval Notice. If you are not sure what date to use,
contact askHR at askHR@northwestern.edu.

b. You will also need to provide your Alien Registration Number / USCIS Number, your 1-94
Admission Number, or your Foreign Passport Number.

| attest, under penalty of perjury, that | am:

tizen of the United States @

A

A
A

A

) )
[

noncitizen national of the United States @

95

(U 3. A lawful permanent resident @
© 4. An alien authorized to work @

~mm/dd/yyyy or NJA
| 6/10/2023 v ‘ ®

(O) Alien Registration/USCIS Number @

OR
(O Form I-94 Admission Number @
OR
© Foreign Passport Number @
~Foreign Passport Number:
| A12345678 v ‘ ®
| Australia Vb‘ @

(o]

.| On the next page, report whether or not you used a preparer or translator to help you fill out Section
1. This would be the case if someone other than the employee is filling out the online form. If you used a
preparer or translator, provide the person’s information. Click Continue when you are done.

Did you use a preparer or translator? ©

ONo OvYes @

(]
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10.| On the Electronic Signature page, read the statement, check the checkbox, and then type in your name.
Then click Sign and Continue.

a. The name must match the First Name, Middle Initial, and Last Name provided in step 4.
b. For example, if you entered your first name as John, middle initial as B and last name as Doe,
then you’d sign your name as John B Doe.

¢. You can go back to previous pages using the Back button if you need to review or update your
name.

ELECTRONIC SIGNATURE

@ ! am aware that federal law provides for imprisonment and/or fines for false
statements or use of false documents in connection with the completion of this
form.

—1 verify | am:
Testing Testing v | ©

Please type your name as stated in Section 1

o]

11.| The Electronic Signature Receipt page shows that the signature was recorded, and you are done with
Section 1 of the I-9 form. You have the option to print or email yourself the receipt. Then click Continue.

Electronic Signature Received!

Please keep a copy of this receipt by choosing one of the options below.

I-9 Service Center

Electronic Signature Receipt #
CT211088732-27355280-11-
E26699652

Employee: Testing, Testing

Time: 10/17/2022 Z:16:14 PM ET

Section: 1 (employes)

Open a printer-friendly version of this receipt.

Send me this receipt via email.
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12.|On the next page, you can Log Out using the button on the bottom right.
13.| The next step is to present your documents during an in-person meeting to complete Section 2 of the I-9
form.

a. Here s a list of acceptable documents: https://www.northwestern.edu/hr/documents/work-
essentials/i9documents.pdf.

b. You must have one document from List A or a combination of one document from List B plus
one document from List C.

c. Ifyouare an international student/scholar on an employer-specific visa (F-1, H-1B, J-1, O-1), and
you have questions about what documents are needed, contact askHR@northwestern.edu.

d. You must complete the Section 2 document verification no later than 3 business days after you
start your job. If the job lasts less than 3 days, then you must complete it by the end of your first
day.

e. The document verification must be done in person. Video calls or emailed documents are not
allowed.

f.  You must have the original version of your verification documents. Photos, scans, and
photocopies are not accepted.

g. If you have lost your document or it was stolen, and you have applied for a replacement
document, you can use the receipt showing the application to complete the Section 2 document
verification. Then you will have 90 days from the start of your job to return with the
replacement document or another acceptable document.

14.| Options for completing Section 2 document verification:

a.

Many departments have staff who can meet with new employees in person to complete this
step. Reach out to your hiring department to ask about it.

Human Resources has offices in Evanston and Chicago. For location and hours see:
https://www.northwestern.edu/hr/about/askhr/index.html

If you are unable to come to campus to complete the I-9 document verification step, there is a
remote agent process that can be used. In this case, you will need to identify someone who can
meet with you in person and that person will act as the authorized representative for the
process. For more information about this option, see:
https://www.northwestern.edu/hr/essentials/hr-systems/e-verify/i-9-processing-with-current-
stay-at-home-order.html
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