Add a New I-9 Record by Email Invitation



STEP 1:-

QUICK LINKS

B Manage |-9 Forms A

+ Add a new I-9 via
Email or SMS

4+  Add New 1-9 Form

Q, search |-9 Forms

) Rehires/Re-Verifications

|

-V m
~ |I-9 Form Reverification

Complete Section 2 View All I-9s Reports

&  Check Document Expiry Status

&  Check Work Authorization Expiry

A

4+ Upload Existing I-9 Form

Click on “Quick Invite / Add & Invite an
B State Certification Forms Employee”

i Summary View And Alert

& Remote Agent >

-

+ Admin Tools >

e Click on either “Quick-Invite or Add& Invite an employee”
buttons as shown here.



STEP 2:-

= Menu @ Home @ QuickInvite ¢ Search -9 £ Dpashboard @ Reports @ Resources

‘ -9 Forms

@ Add And Invite An Employee To Fill I-9 Form

Employee ID

Worksite Location * <Select a Location-- - Department

--Select a Department-- -

Business Unit ess Unit-- Division --Select a Division-- -

First Name * Middle Name

Last Name *

Fill in the details of the applicant to
send them the invitation link.

Estimated Start Date

Choose Remote Agent Service --Select Service-- -

l SAVE CHECK DUPLICATES CLEAR CANCEL

Click on “Save” to save the details
and send invite later.

Click on “Invite” to send the
invitation link to the applicant.
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e The “Check Duplicates” button searches for duplicate entries
with the same data.

e “Clear” button clears the inserted data in the fields while
“Cancel” cancels the process from being taken place now.



STEP 3:-

= Menu © Home @ QuickInvite ¢ Search -9 ~ Dashboard @ Reports @ Resources ‘ 1-9 Forms

® Add And Invite An Employee To Fill I-9 Form

0 Employee saved

Invitation sent to the employee for I-9 details submission

Employee ID

Worksite Location * --Select a Location-- - Department --Select a Department-- -
Business Unit --Select 3 Business Unit-- - Division --Select 2 Division-- -
First Name * Middle Name

Last Mame * Email *

Estimated Start Date MM/DD/YYYY Matify via SMS

The following message would be displayed which would ensure
that the new-hire would have received the invite link to fill their
[-9 form.



