
How to Fill Section 2 of 
I-9 in Workday



Step 1: 

Let's Get Started 

Awaiting Your Action 

Complete Form 1•9: 

� My Tasks· 28 m1nutt(1) ago 
DUE 04/20/202-4 

621 Go to MY TaS-k$ ,a· 

The I-9 is automatically triggered in WD as part of the hire process. 
Once the new hire completes 'Section 1' of the I-9, the I-9 
ambassador will be notified of an outstanding task to complete 
'Section 2.'
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Step 2: 

All Items 8i:ems 

__ 
[ _o __ s_e _a_rc_h_:_A_ll _l_te_m_ s 

_______ _,J �

?�t Advanced Search 

Complete Form 1-9: -
--

Due: 04/20/2024 

Effective: 04/22/2024 

04/19/2024 * 

When the new hire comes to your office with the 
original documents required to verify the I-9, click 
on the task for that new hire and complete 
'Section 2.'
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Based on the document presented, compare and confirm 
that the employee has completed 'Section 1' accurately.
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Your screen will look like this:
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Check to see if the new hire filled out "Section 1" correctly



Step 4:
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Reminder:
One Document from List A 
OR
One Document from each List B & C

See required documentation here:
 https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents 
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Fill out List A OR List B & C with the documentation the new hire handed to you

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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Drop down menu example & options:



This completes 'Section 2' of the I-9. It is then sent to HR 
for final approval.
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Click the "I Agree" box and Fill out your information (if not populated already)




