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HOW TO COMPLETE FORM I-9  
 

Overview 

This job aid assists workers in completing and signing their Form I-9. For new hires, the Form I-9 must be completed on 
or before their first day of employment. This guide will walk you through all steps to “Complete Form I-9” task in 
Workday. Once completed, your forms will be submitted to the HR department. 

1. In the search bar type “Complete Form I-9” and click on the task of the same name: 
 

 

 

 
 

2. Once the task is selected, confirm that your name appears in the “Worker” field and select the OK button to 
continue completing the form. Your name should automatically appear in the “Worker” field, but if it is not, 
please select your name by clicking the “Worker” field, then click the OK button. 

3. For detailed instructions on how to properly fill out the Form I-9 please click on the link labeled “Form I-9 
Instructions.”  

 
 
[Continue on the next page] 
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4. Complete “Section 1. Employee Information and Attestation.” Fields with a red asterisk (*) are required. In the 
citizenship or immigration status at the end of Section 1, if you select option 4 (“A noncitizen (other than Item 
Numbers 2. And 3. above…”), an additional section will display requesting more information. 
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5. Once the Form I-9 has been filled out the form will require that you acknowledge the attestation statement. 

Your signature will be recorded by checking off the “I Agree” checkbox. 

 

 

 

 

[Continue on the next page] 
6. If you used a Preparer or Translator to complete the Form I-9, please fill out the “Supplemental A. Preparer 

and/or Translator Certification for Section 1” section. 
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7. When all sections are completed to the best of your ability and satisfaction, please click the Submit button to 

finalize your form and submit it to the Office of Human Resources for review. 
 

Important to Note:  

• This form must be completed and submitted prior to your first day of work. 

[End of Job Aid] 


