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Remote I-9 Instructions 
 

 

 Locate the electronic form I-9 invitation email from “Form I-9 Compliance”. Sample of email below.  

 

 Log in by following the instructions from the email. 

 

 Click “Log In” to sign in. 
 

 Complete each step of the electronic form. 
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 Complete the “Section 2 EMAIL Invitation” pop-up form. 

 

 

o Step 1: Enter the Friend/Neighbor/Spouse (acting as the auth. rep.) “Last Name” and “First Name” fields. 
o Step 2: Enter the Friend/Neighbor/Spouse (acting as the auth. rep.) email address. 
o Step 3: Re-enter the Friend/Neightbor/Spouse (acting as the auth. rep) email address. 
o Step 4: Click “Send Invitation” to send out the “Section 2 Remote Invitation Email” to the 

Friend/Neighbor/Spouse (acting as the auth. rep.) Below is a sample of the email they will receive. 
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 Friend/Neighbor/Spouse (acting as the auth. rep.) follows the instructions to login and complete Section 2 of the 
I-9 Form. 
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 The Friend/Neighbor/Spouse (acting as the auth. rep.) will click “Save”. 

o If there is no error, they will then click “Signature validation” check-box. 
o They will chose the secret question and type in answer. 
o Then click “E-Sign Document” to complete the electronic signature. 

 

 

 A pop-up will appear for the Friend/Neighbor/Spouse (acting as the auth. rep.) to attach copies of your 
identification documents that you provided them. They should click “YES” and follow the instructions to attach 
the documents. 

 

 


