Completing I-9 Sections 1 and 2 through I-9
Virtual

This guide offers a step-by-step process for accessing and completing your I-9
Employment Authorization Requirement using I-9 Virtual to ensure a smooth and
efficient verification of your employment eligibility. It provides clear instructions on
navigating the platform, entering personal information, uploading necessary
documents, and connecting with an agent for final verification.

1 Navigate to I-9 remote link provided to you in your Welcome Email. This will
navigate you to Section 1 of the I-9 Employment Authorization Requirement.

2 Click on the location dropdown to choose location that you will be working under
Trinity Health. Example: "St. Joseph's Hospital Syracuse”

FORM 1-3 EMPLOYMENT AUTHORIZATION REQUIREMENT
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3 Click "Continue" once you have selected your location.

FORM |-3 EMPLOYMENT AUTHORIZATION REQUIREMENT
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4  Enter your personal information.

[ Persoral mforeation

PERSONAL IDENTIFICATION

PHYSICAL ADDRESS

foly Cross Hospital-Flosida

Pargorl InferTration



5 Once you have entered your personal information and identifiers, Read and
acknowledge information by initialing under the "Signature" section and click
continue.
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6 Click "Yes" or "No" if you have a Visa.
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7  Read and acknowledge information by initialing under the "Signature" section.

VISA ACKNOWLEDGEMENT CUSTOM
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8  Click "Continue"
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9 In next section, you will enter your Hire Date on your offer letter. Enter your

Citizenship Attestation and confirm if you did or did not utilize a preparer and/or
translator.
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10 Click "Continue".

| attest, under penalty of perjury, that | am

o
itire 3 - be=c] (3 '3 7]
il permanent resident g
1 ]
Preparer and/or Translator Certification g
i ﬁ
repars vssisted the & e - BEtinn

[#Edn Personal Info MLUIE




11 Read and Acknowledge information by checking the checkbox under "Employee
Electronic Signature".

Date of Birth: 03/15/2000
U5, Sechal Security Number, 0607501

Address: 1732 State Bakse, 1D A3707
E-mail Address: chucky@restoom
Telephone Mumber: 20872750595

wWork Stamus: A Citizen of the United States

Hire Date on Offer Letvers: 11/18/2024

EMPLOYEE ELECTRONIC SIGNATURE

Emgployee Signature in English | Eloma del emplaado en espaiiod

I atlest that | have read, understand, and agree Lo e slatlements appearing in e form -9 in sdditon Lo the followng:
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g
& Agres (o elecironically sign this document,
= Undersiand that federal law provides for imprisonment andror fines for false statements of use of false doouments m ConneCion with the com
this farm.
= Understand that the empioyer may electronically werfy your wark authorization with the Unted States Govermmsent.

12 Click "Continue".

W5, SO SRCUITY NUMBEF X08-K6- 15301

Address: 1734 State Boke, ID A3707
E-mall Address: chucky@oesr.oom
Telephone Number: 2087205055

work Stamus: & Citzen of the United Sates

Hire Date on Offer Leter: 117182024

EMPLOYEE ELECTRONIC SIGNATURE

Emloyes Signature in English | Firma del empieado &n espafiol

I atbest that | have read, understand, and agree 1o the slatements appearing in e ferm -9 in sdditon Lo the followng:
By providing your signanae below, you:

B By checking this Mbﬂl, I attest that | have read, understand, and agres to the statements appearing cn the Form 19 above in addition to the
fallawing:

# Agres (o electronically sign this document,
® Understard that federal law provides Tor imprisonment andror fines for false staiements or use of false documents o conrecban with the completion of
this farm.

= Understand that the emplioyer may electranicaly venify your wark authorization with the Unted States Govermmsent.




13 Next steps include loading your documents. Ensure you have these saved and/or
ready to capture.
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You're almost done...

Next Step:
Imiages: I}T'CIUF employment elighiicy documentation, Then, meed virtially 1o revlew your orginal dooumsantation,

ACCEPTABLE DOCUMENTS

Please remember to bring ORIGINAL, unexpired documentation to your appaintment as follows - a List A document OR ane document =ach from List 8
and List C, List A documents establish identity and authorization o work in the United States. while list B documents estabfish identity only and List C
documents establish work authorization only. Examples of each are listed below:

If your employer participates in the Department of Homeland Security's E-Verify program to verify emplopees work suthorization please note that any
identity document you present masl contain a photograph.

‘When you completed Section 1 of the Form 1-8 you provided your elecronic signatune, which will be applied 1o Further Action Motices ssued through
the E-Verify program. Such notices are Esued when there is a tentative non-confirmation [THC) due to a disorepancy in the information and you decide
to contest/not consent the THC issued by either the Social Security Administration or Department of Homeland Saourity,

14 You will need 1 item from List A OR 1 item from List B and 1 item from List C to
verify your I-9.

If your employer participates in the Department of Homeland Security's E-Verify program to verify emplopees work authorzation please note that any
identity document you present must contain a photograph,

‘When you completed Section 1 of the Form -9 you provided your electronic signature, which will be applied 1o Further &ction Notices ssued theough
the E-\ierify program. Such notices are issusd when there is a tentative nan-confirmation [THEC) due to a discrepancy in the information and you decids
1o cornbestinot consent the THC issued by either the Soclal Security Administration of Department of Fomeland Seourity.

L
LIST & DOCUMENTS LIST B DOCUMENTS LIST C DOCUMENTS
= LS Passport or LS. Passport Card s [Driver's License Isswed by State or Possessions  Social Seourity &ocount Mumiber Card
with Phato ‘without Employment Restriction
® D Card Issued by State or Possession with »  Original Bieth Centificate or Certified Copy
Pheotn with Orfficial Seal
® D Card |ssued by Federal, S1ate, Possession = Formn F5-545 - Certilication of Binh Abroad
ar Local Government with Photo fram Deps. of State
* School ID Card with Phote e Formn D5-1350 - Cemification of Report of
s oter's Aegistration Card with Photo girth fram Dept. of State
LS. Miktary Card ® Formn F5-240 - Consular Report of Birth

= Abroad from Dept. of State
= Military Dependent's 10 Card v

Mathve American Tribal Document
® L5, Coast Guard Merchant Mariner Card " :

% . w  Foern 11187 - W5 Citizen 0D Card
& Mative Arnerican Tribal Doy Fhoto
® Form 1-179 - 1D Card for Use of Resident

»  Canadian Drives's licenss ci in the U5

*  Employment authorization document issued
oy DHS [US Citizen ar Non-Citizen]




See below of examples of documents to upload or view additional information
through Equifax Workforce Solution by clicking HERE.

@ List A Documents example (U.S. Passport shown below but other documents can
be chosen from list of acceptable documents).
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@ List B Document example (Driver's License shown below but other documents can
be chosen from list of acceptable documents).
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https://workforce.equifax.com/i-9-acceptable

@ List C Document example (Social Security card shown below but other documents
can be chosen from list of acceptable documents).

15 Once you are ready to upload your documents, Click "Continue".
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16 Choose your Document Types.

NEXT STERS

DOCUWMENT SELECTION

The empioyee mies prove ther icentty and authorization to work in the Unfted States by presenting their documesnts to s reviewer. Review the st of scoeptable
drcuments befara o cantinue, The focLemsSnts masT manr e employer's nrizership stails
Please view the list of scceptable dotuments ;m EMUSE websie

select & presented docwiment

Bocument Type

Eelect

Sekell

|
List B and

17 Click "Continue".

o e T

documents before you continue, The doluments must match e employers Orizenship stais
Plaase view the list of scceplable documerts n ELUS0E websils

select & presented document

Document Type
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18

Select Document Type and click "Choose File" and attach document.

&% ermoral miomation To attach & document:

19

Select the document name from the below drap-down list befoe

preT -]

Chek the Aftach butior
4. The document yau attached 15 displayed

Impartant! The documents you attach will MOT be saved until you click |
JoCuments.

T DOCUMENT

CH FILE

Click "Attach".

[ e Abtac i
Fe documen: e ¥
Al (R} 1exl ]

ACLUMENts.

SELECT DOCUMENT

ATTACH FILE
Choose File | Na fila chasen TIF. GIF. |PG. JPEG. POF

=

|
| Einlchpd

s8 the Choose Fie button t select the Image file of the dooument to uplinad, The image file must be.

Choose File | Na fila chasen TIF, GIF. |PG. JPEG, PDF)

Impartant! The documents y ttach will NOT be saved untll you click Finished. You ma

11



20

21

Upload your documents.

= - 4+ B || v |efr | =|m Q= a8

() This #fa has Imied parsisscns. ¥ou may not Pave a00ess 10 S0me Teatunes. Wiew parmissions

TPUSACOD001 3491 €L CCCCADR 5T
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prument displayed above is correct, click Correct below. Othenwise, click incorrect.

Click "Finished" once you have added all your required documents.

“ATTACH FILE

Chooze File | Mo file chosen {TIF. GIF, |FG. PLG. POE)

Attathments;

@)u.5, Passport or LS. Passport Card BEmove
of LS. Passpart or U.5. Passport Card Aemove

5 a required field

12



22  Verify that your documents have uploaded successfully.

“SELECT DOCUMENT

“ATTACH FILE

Hle | Mo file chosen {TIF. GIF. PG, JPEG. PDF) m

Astachimernts:

[FIU.E, Passpart or LS, Passport Card Bemoya
£ Back of US. Passport or U.5. Passport Card Semioys

“indicaes a required Neld
Documants uplaaded successfully, Click Cantiriue €

23 Click Continue.

e Fle | Mo file chosen ITIF. GIE |pG. PLG BDS) m

Artarhiments;

S, Passport or WS, Passport Card AR
) nack of U5, Passport or U.5. Passpert Card demoys

findicatles & reduired Tiekd

Documaents uploaded successfully, Click Continue (o procesd.

13



24 Next Steps will be to connect with a representative to verify your uploaded
documents.

Bumimany
Moty Croas Hoapta Flada

sies
e

Document Review Live Video Meeting: Read Carefully!
‘ To complete your docurment review, a chat window will open to connect you with an 1-% Agent. This may take 3 moment

Al D nol elick Continue befare you connec with an 129 Agent

When an agent becomes availabla, they will send you a secure link in the chat

| Follow the

irik [0 shara ORI documentation

Be sure to:

lit room. The agent has to conflem pour identiny Bve on-camera.
shara your documentation.
» Wour camera and microphone are turned on and the volume s turned up.

Ara you rn-ud'y?‘
Balfore starting, conbrmm you have the or
are not alloweed to show a screenshaot, pl

 card ar paper varsion of your documentation, and are ready 1o show it 1o an agent. You
AL e or DhG'.DEDI:-‘:f' of o DU e MTathon

Tha call centar hours displays on the connect with agent’ page. ‘Agents are available Tam - Gpm C5T, Mon-Fr

25 Click "Connect with Agent".

Ara you rn-ady?‘
Bafore starting, confirm you have the crigingd card or paper version of your decumantation, and are ready 1o show it tea
are not aflowed to shaw a screenshot, plcture or phatocopy of your documentation

[

Tha call cemtar hours displays on the Connach with ageat’ page. "Agants are svilable 7am - Gpen C5T, Mon-Fri

=t with Agerd in oomplein your domument mveee

CONTINUE =
]




26

27

28

29

Once you are connected with an agent, you will be welcomed by an agent to verify
Section 2 of the I-9 Verification process.

You will be asked to verify your name and employer.

You will be asked to verify document type uploaded in Section 1 and they will ask
you to show front and back portions of the document to verify.

Once your documents have been verified through the Virtual verification process,
your I-9 process will be complete.

15



