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Getting started 

This chapter provides instructions on how to use the Electronic I-9 Service Center feature as 
a new employee; it is not a comprehensive list of menu items of HR Passport. The menu 
items that display are determined by the roles assigned to you. For more information on any 
HR Passport feature, see the online Help. 

As a new employee, you will have access to section 1 of your electronic I-9 through HR 
Passport under “Important Notices.” Follow the instructions you receive in your welcome 
email.  

1. Upon logging in to HR Passport, you will see the following under Important Notices. 

 

2. Click More to go to the I-9 form. 

 

3. Review the information you will need to complete the I-9 form. 

4. Click the New Hire I-9 Verification link. You may see the following image while our 
sign-on authentication takes place.   

 

5. Complete Section 1 of your I-9 form. 
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6. Click in the Print Name field for last name and begin entering your information. Click 
the Tab key to move to the next field. 

7. Select the citizenship status that applies to you:  

• A citizen or national of the United States,  

• a noncitizen national, 

• a lawful permanent resident (with alien ID number) or  

• an alien authorized to work with a range of dates or indefinitely. 

8. Click the Continue button and review all information entered in section 1. 
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9. Click the I am aware checkbox. 

10. Enter your first name, your middle initial (if entered in the section 1 form), and your 
last name and click Sign and Continue. 

 

11. If you would like a copy for your records, click the links to print or e-mail your 
signature receipt. 

 

12. Click Continue. 

13. Review the instructions for next steps and a list of acceptable documents. 
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14. You’ve completed the I-9 form. You can now log out of the I-9 Service Center and 
return to HR Passport. 

Be sure to bring the required documents with you on your first day of employment. 
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