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Recommendation 

Before using this manual it is recommended that you review the Form I-9, Employment Eligibility Verification 
form issued by the Department of Homeland Security, U.S. Citizenship and Immigration Services and the 
Handbook for Employers, Guidance for Completing Form I-9 (Employment Eligibility Verification Form) M-
274, and training information located on CSU’s HR website. 

Overview 

I-9 Management consists of two sites:  

 The Employee site 

 The Employer site 

 

The Employee site, allows an employee to independently complete Section 1 of their Form I-9 and sign it 

electronically. This process creates what I-9 Management refers to as a Pending I-9.  

 

The Employee site is designed to: 

 Have the employee complete Section 1 of Form I-9 on their own 

 Provide a new hire packet prior to the first day of work 

 Complete the SSA 1945  

 Utilize I-9 Management for remote employees to complete Form I-9 

 

The Employer site is designed for HR professionals, hiring managers, remote agents, and administrators.  

 

This site allows authorized users to: 

 Complete Section 2 

 Reverify an employee’s work authorization 

 Update Receipts 

 Update SSNs that had been applied for 

 

Federal immigration laws make it mandatory for employers to verify the employment eligibility of all workers 

hired after November 6, 1986. This requirement is fulfilled through the completion and storage of a Form I-

9 Employment Eligibility Verification form. Completed Forms I-9 MUST be maintained by the employer for 

three years after the date of hire or one year after employment ends, whichever is later. An individual may 

not begin employment unless Form I-9 is completed. Failure to comply with the Immigration Reform 

and Control Act of 1986, as amended, will subject employers to civil or criminal penalties including fines. 

For more information see: 

 I-9 Central website at: http://www.uscis.gov/I-9Central Because immigration law and employment 
eligibility verification regulations can change over time, we encourage you to periodically check I-
9 Central at www.uscis.gov for updated Form I-9 information. 

http://www.uscis.gov/I-9Central
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 U.S. Department of Homeland Security (DHS) website at: http://www.dhs.gov 

 U.S. Citizenship and Immigration Services (USCIS) website at: http://www.uscis.gov 

 E-Verify website at: http://www.dhs.gov/e-verify 

 Handbook for Employers Guidance for Completing Form I-9 (Employment Eligibility Verification 
Form) M-274 (Rev. 03/08/2013) N at: http://www.dhs.gov/e-verify 

 English and Spanish versions of Form I-9 from the U.S. Citizenship and Immigration Services 
(USCIS) site at www.uscis.gov. To order Forms I-9 or a print copy of the Handbook for Employers 
(M-274) by telephone, call the USCIS Forms Request Link toll-free at 1-800-870-3676.  

 

I-9 Management allows you to efficiently complete, maintain, and retrieve Forms I-9 electronically for every 

individual you hire. I-9 Management also helps eliminate liability and maintain compliance with federal 

regulations to avoid penalties and fines. 

Employee Site 

Employees will need to be provided a link by the departmentally authorized representative.  Links are 

being provided for individual departments 

Equifax Employee Department Links: employees can complete Section 1 of the Form I-9 using the 

following URL: https://hrx.talx.com/HRX/EmploymentCenter?packetid=3e021089-a4b0-45cf-8c8b-

b827b498fcb2&Location=XXXX, where “XXXX” is the four-digit CSU department number. 

Once the employee clicks on the link, it will send them to that link’s specific department location in 

Equifax to complete their Section 1 and SSA 1945 form.  

 

http://www.dhs.gov/
http://www.uscis.gov/
http://www.dhs.gov/e-verify
http://www.dhs.gov/e-verify
http://www.uscis.gov/


5 

 

The employee will be prompted to enter their data in the Personal Information tab. On this tab the 

following fields are required: 

 Social Security Number (Can select No SSN or SSN Applied For if they are a foreign national that 

has not yet received their SSN.  If this option is selected, the employee’s SSN will need to be 

updated in the future in Equifax.) 

 First Name 

 Last Name 

 Street Address 

 Zip Code (will populate city, state, and provide options for county) 

 City  

 State 

 County 

 Telephone 

 Date of Birth 

They will be required to enter their initials after reading the statement provided. 
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The employee’s information from the Personal Information tab will be seen in the Section 1 of the Form I-

9.  Instructions for completing the Form are located via the Form I-9 Instructions – English or Form I-9 

Instructions – Spanish html links on the page.  The employee should enter other last names (if any) or 

note N/A and enter an E-mail address (optional).  

 

The employee select the appropriate box to indicate whether they are a U.S. citizen or noncitizen 

national, lawful permanent resident of the U.S., or an alien authorized to work in the U.S. and complete 

any additional fields as necessary based upon their selection.   

The employee must then ready the statement, enter their initials to electronically sign, and then select 

Save and Continue.   
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The next screen to populate is the SSA 1945 form.  Information from the Personal Information page will 

populate the Employee Name and Employee #ID.  The employee should read the form and enter their 

initials to electronically sign.  They may then select Finish with Packet and they have completed their 

portion of the I-9 and SSA 1945 in Equifax.   

If the employee would like, they can select the Summary tab to locate and print the information they 

entered for their own records.  This is not required. 

The employee may select Logout or close their browser.  

Employer Site 

The Employer site is for HR professionals, hiring managers, and administrators. This site allows the user 

to create a Pending I-9, complete Section 2, reverify an employee’s work authorization, update receipt 

information and SSN applied for cases. An Oracle HR System User Role Request Form 

(http://www.hrs.colostate.edu/pdfs/form-hr-system-access.pdf) must be completed to gain access to 

Equifax.  This form only requires Name, eName, the I-9 Completer (Equifax) box check, departments that 

you need access to, Employee and Department Head signatures.  These forms may be scanned to HR IS 

to set up access.  Same day access cannot be granted. 

 

 

Access 

To use the Employer site you MUST access the site and enter your Employer Code, Login ID, and 

Password.  To begin: 

1. Go to the Admistrative Applications and Resources webpage (AAR: https://aar.is.colostate.edu/) 
and select I-9 System from the list of Application Systems on the right.  The list may need to be 
expanded to see this option 

2. Enter your CSU eID credentials to login 

Next, you are prompted to enter your credentials on two Risk Based Authentication pages. 

 

 

Caution:  I-9 Management system access is intended for authorized users only. Members should be 

trained and/or advised to only release to default PIN or user ID information to authorized individuals. 

http://www.hrs.colostate.edu/pdfs/form-hr-system-access.pdf
https://aar.is.colostate.edu/
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Risk Based Authentication for Remote Agents ONLY 

 

A Remote Agent Access Form (http://hrs.colostate.edu/pdfs/i9_remote_agent_access.pdf) must be 

competed prior to gaining access to Equifax.  They will be sent information and credentials after they 

have been granted access in the system. 

Login ID 

The Remote Agent will be prompted you to enter your Login ID. Enter your Login ID and click Continue. 

 

Password 

The Remote Agent will be prompted you to enter their given Password and click Continue. 

The first time the Remote Agent logins using Risk Based Authentication (RBA) they will be required to 

enroll, which means they will be entering the answers to your security questions. RBA determines your risk 

level at the point of login. If your risk level is high enough they will be asked to answer your security 

questions to complete their login. If their risk level is determined to be too high, they will not be allowed to 

complete their login. 

 

 

 

 

 

 

http://hrs.colostate.edu/pdfs/i9_remote_agent_access.pdf
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Main Menu 

After logging in, users can take action on a Form I-9 by clicking the I-9 Management link on the left 

navigation.  The options displayed on the Main Menu page depend on your assigned user Role. You will 

typically use the Employer site for such functions as completing Section 2, reverifying an employee’s 

employment eligibility, updating Form I-9s in which receipts were used, and updating SSN applied for 

instances. 

 

Quick Search 

The Quick Search box serves two purposes. First, it gives you a real-time view of the number of Forms I-9 

that require action or follow-up of some kind. Second, it gives you one-click access to specific categories 

of Forms I-9. The different categories listed in the Quick Search box are described below.  When viewing 

your quick search, always Refresh All first. 

 

Searching for an employee under one of the Quick Search options.  

 

An employee’s Pending, Reverification Due, Receipt Due, or SSN Applied For Form I-9 can be located by 

searching either by first name, last name, or SSN.  Addttional search refinements can be selected. You 

may also review the pending list and scroll through the results presented by default.  The search function 

will not allow partial entry searches (ex: search “Alex” under the first name search field will not produce 

results for Alexander).  



10 

 

 

Pending 

A Pending I-9 is one with Section 1 completed, but not Section 2. Every time Section 1 of Form I-9 is 

completed electronically a Pending I-9 is created. The reason for creating a Pending I-9 is that Section 1 

and Section 2 have different timing requirements for completion. Section 1 MUST be completed on or 

before the employee’s first day of work. Section 2 MUST be completed no later than 3 business days 

after the employee’s first day of work. Since signature dates are automatically populated when each 

section is signed, therefore, a Pending I-9 MUST be created to preserve the date the employee actually 

signed Section 1. 

 

All Forms I-9 completed using the Employee site are Pending I-9s because while the employee has 

completed Section 1, they still need to present documentation for you to complete Section 2. 

 

A Pending I-9 is not retained forever. A Pending I-9 is removed in the following situations. 

 Section 2 is NOT completed within the retention period (180 days), if the integration with The Work 
Number is turned ON, the employee does not have a record in The Work Number indicating that 
they are being paid. 

 Section 2 IS completed. 

 

Click the Pending link in the Quick Search box to display the list of Pending I-9s. Click the employee’s 

name to complete Section 2 of their Form I-9. 
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Reverification Due 

A Form I-9 is categorized as Reverification Due if an alien employee’s employment eligibility is about to 

expire. Employees listed in this category are specific to your Location access. Employee’s with expiring 

employment authorization will still be available in on the I-9 Expiration Report in VistaPlus and should be 

reviewed monthly by the departmental HR Liaison.  The employee should not have to take any action within 

Equifax for a reverification.  If you do not see the employee under the Reverification Due section in Equifax, 

contact HR Records or Student Employment (depending on the employee type) for assistance.  

 

Click the Reverification Due link in the Quick Search box to display the list of employees with employment 

eligibility expiring within your Reverification Window. Next, click the employee’s name to access the 

employee’s Employee Detail page. From there, click the Section 3 button to complete a reverification for 

the employee. 
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SSN Applied For 

This is a list of Forms I-9 with Section 1 completed using the SSN Applied For option. This option should 

be used if the employee does not have a Social Security number or the employee has applied for a Social 

Security number and it has not yet been issued. The employee should provide their SSN to you within 90 

days. I-9 Management will track these employees for you.  
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Click the SSN Applied For link in the Quick Search box to display a list of employees with a Form I-9 that 

was completed using the SSN Applied For option in Section 1. Next, click the employee’s name to access 

the employee’s Employee Detail page. From there you can click the Change SSN link to enter the 

employee’s SSN and satisfy the SSN Applied For status. Once you have entered the employee’s SSN the 

employee is removed from this category. 

E-Verify  

Currently, E-verify is not set up to run through Equifax.  If you have employees who need to be run through 
E-verify, please proceed with processing these outside of  
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Section 2 

Section 2 is where the HR professional, hiring manager, 

administrator, or employer representative/agent enters the 

information on the employee’s documentation and electronically 

signs Form I-9. To complete this section, you MUST select the 

acceptable document(s) that were presented by the employee to 

verify identity and employment eligibility. There are three lists of 

documents. The employee can present one List A document to 

establish both identity and employment eligibility. Or, the employee 

can present one document from List B to establish identity and one 

document from List C to establish employment eligibility. You or 

your representative/agent MUST personally inspect, in the 

physical presence of the employee, the employee’s original 

documentation that establishes the employee’s identity and 

employment eligibility to work in the United States. Except for a 

certified copy of a United States birth certificate, or a List C 

document issued by a state, county, municipal authority, or 

outlying possession of the United States bearing an official seal, 

photocopies or numbers representing original documents are not 

acceptable. (It is also may be acceptable for the employee to 

present a receipt for a lost, stolen or damaged document instead 

of the original document. There are follow-up actions the employee 

and the employer MUST take to update a receipt used to complete Form I-9.) 

 

First, you should enter the employment date. The employment date must match their employment date in 

Oracle.  If the employment date changes after the completion of the I-9, 

action will need to be taken in Equifax to correct this date.  If you determine 

that information in Section 1 is incorrect, you can click the Change 

Section 1 Information link to allow the employee correct the information 

and electronically re-sign Section 1. 

After inspecting the documentation presented by the employee, you 

MUST select the appropriate list of documents and then the specific 

document or combination of documents from the drop-down list. When 

you are finished, click the Continue button. 

Next, you MUST enter information from the documentation presented by 

the employee. The information you are prompted to enter will match the document(s) you selected on the 

previous page. Enter the information and click the Continue button. 
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To help you determine if a document appears to be genuine, you can click 

the Sample Document link to the right. There are samples available for 

most documents and there may be several examples, especially for state 

driver’s licenses and state ID cards. When you click the Sample Document 

link a Lightbox opens in the middle of the page to display the sample 

document(s). The Lightbox will tell you if there are multiple examples of the 

document and how many there are. Click the Next and Prev links to view 

the document examples. Since documents change from time to time there 

may not be an example of the document the employee presents. This does 

not mean the document is not valid. When you are finished, click the Close 

link to return to the Section 2 page. 

Employer Electronic Signature 

The last step is for you to electronically sign Section 2. The process 

includes four simple steps. 

1. Review the information entered on the Form I-9 to make sure it is 
correct. 

2. Click the checkbox to agree with the perjury statement. 

3. Click the Continue button to complete your electronic signature. 

Duplicate SSN 

When you create a Form I-9 with an SSN in Section 1, a check is 
done when you start to complete Section 2 to determine if the SSN 
entered in Section 1 matches the SSN for one of your employees 
on file. This check is done to prevent more than one employee from 
using the same SSN. If the SSN in Section 1 of the new Form I-9 
matches the SSN of one of your existing employees on file, the 
Duplicate SSN page displays. The Duplicate SSN page may also 
be referred to as the Same or Different page. 

When you receive the Duplicate SSN page, you need to indicate if 
the two employees are the same person or different people. This is done by checking the Same or Different 
buttons. 

Because an employee’s name can change, the SSN is the only unique employee identifier. I-9 Management 
will not allow a SSN to be used by more than one employee. As you know, names are not unique (e.g. John 
Smith), you can have employees and Forms I-9 with the same name. However, you cannot have more than 
one employee using the same SSN. The Same and Different buttons are explained below. 

 Same – Click this button to indicate that the Form I-9 you are completing IS for an existing employee 
already on file with the SSN. The Form I-9 you are completing will be stored with any Forms I-9 
already on file for the existing employee. You will be allowed to proceed and complete Section 2 of 
the Form I-9. 

 Different – Click this button to indicate that the Form I-9 you are completing is NOT for an existing 
employee already on file with the SSN. You will be returned to Section 1 of the Form I-9 to enter 
the correct SSN in Section 1. 

You will not be allowed to continue unless the SSN in Section 1 of the new Form I-9 is unique or the Form 
I-9 is for one of your existing employees. 

 

It is important to note that by clicking the Different button you are indicating that there is a SSN mismatch 
situation. Resolving this issue may be a simple process (SSN typo) or it may require some research to 
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determine which person is the rightful owner of the SSN. Participating in E-Verify can help eliminate the 
possibility of having Forms I-9 on file with incorrect SSNs. 

 

After you determine which employee rightfully owns the SSN, follow the necessary steps to resolve the 
SSN mismatch. 

 

Entering a Form I-9 when the SSN already exists; 

1. If the Form I-9 IS for a SSN already on file 

a. Click the Same button on the Duplicate SSN page 

b. Complete Section 2 for the Form I-9 

c. Electronically sign Section 2 to complete the Form I-9 

2. If the Form I-9 is NOT for the employee already on file 

a. The SSN in Section 1 of the Form I-9 is incorrect 

i. Click the Different button on the Duplicate SSN page 

ii. You will return to Section 1 of the Form I-9 

iii. Have the employee correct the SSN in Section 1 

iv. Have the employee re-sign Section 1 

v. Complete Section 2 of the Form I-9 

b. If the existing employee’s SSN is incorrect, you MUST correct the SSN on the existing 
employee’s Form I-9 or mark the existing employee’s SSN invalid before you can complete 
the Form I-9 (If the existing employee’s SSN needs corrected and does not reside within 
your department, please contact HR Records or Student Employment to make corrections) 

i. Click the Search for Employees link on the left side menu 

ii. Perform a search to find the existing employee 

iii. Click the employee’s name in the Search Results page to access the employee’s 
Employee Detail page 

iv. Click the Change SSN link and either enter the correct SSN  

v. Return to the Pending I-9 with the correct SSN and follow the normal process to 
complete Section 2 

 

 

 

 

Errors 

If errors are made, a message for each error displays at the top of the page. Any field in error is highlighted 

in green. All errors MUST be corrected before the user is allowed to continue. 

Note: Search for an employee with the SSN. The employee may or may not have a Form   

I-9 on file. ONLY THE EMPLOYEE SHOULD CORRECT SECTION 1. 
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Employee Detail 

The Employee Detail page is your view to an employee’s current information on 

file, Form I-9 and, if used and history. There are two ways to access the 

Employee Detail page. 

1. Click the Continue button to electronically sign Section 2. 

2. Search for an employee and click the employee’s name in the Search 
Results page. This will take you to the Employee Detail page for the 
employee unless the search result is a Pending I-9. Clicking the 
employee’s name for a Pending I-9 will take you to the Section 2 page 
allowing you to complete Section 2 of the Pending I-9. 

Changing Values 

The Employee Detail page allows you to change certain values for the employee. 

The values you can change are listed below. 

 Change SSN – You can edit the employee’s SSN or mark it as invalid. 
Because I-9 Management only allows one employee to be associated 
with a SSN it could be necessary to mark an employee’s SSN as invalid 
to be able to complete a Form I-9 for the true SSN owner. You can also 
use this function to enter the SSN for a Form I-9 completed using the 
SSN Applied For option. 

 Change Employment Date – You can change the employment date on 
the employee’s current/active Form I-9. DHS asks that the employment 
date on the Form I-9 match the hire date in your payroll system. 

 

My Account 
The My Account section allows you to perform maintenance on your account information for the Employer 

site. The My Account options allow you to maintain your settings for: 

 Phone Number 

 Password or PIN 

 Personal Security Image 

 Security Questions 

 ‘Remember My Computer’ Options 
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Help 

Access to the Help feature is only available after you login to I-9 

Management. Help is provided for educational purposes and to assist you 

in completing Forms I-9 that comply with applicable laws and regulations. 

Help includes the following. 

 Demos – Instructional videos in Adobe Flash format help show you 
how to perform basic I-9 Management functions. 

 I-9 Instructions – View/print a PDF of the Form I-9 instructions in 
English and Spanish. 

 Identity and Work Authorization Documents – You can access 
sample pictures and explanations of most documents that are 
acceptable to prove an employee's identity and work authorization. 

 Documents and Regulations – View/print PDFs of the Form I-9 
regulations. 

 Frequently Asked Questions – Answers to many questions about Form I-9 and I-9 Management. 

 Application Features – A summary description of the I-9 Management features. 

 Government Resources – Other government resources for more Form I-9 information. 

Search For Employees 

The Search For Employees feature serves several purposes. First, use this feature to find a specific 

employee and access the employee’s Employee Detail page. Second, the Search Results page indentifies 

employees with Forms I-9 that need attention. The Type field on the Search Results page is color coded. 

A red letter indicates a problem and a bold red letter indicates an urgent problem. You can also export the 

Search Results as a Comma Separated Value (CSV) format file that is compatible with Microsoft Excel and 

other third party applications. This will allow you to manipulate the data to create custom reports. The export 

function is a configuration option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are a variety of criteria you can use to complete a search. If you are using the Location feature and 

you only have authorization for one Location, the criteria will default to your Location. You MUST enter at 
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least one specific criterion. For example, the default shows (All) as the criteria for both Location and Type 

of I-9. Searching for all types of Forms I-9 in all Locations with no other criteria is not permitted.  

First Name and/or Last Name 

You can search using only the employee’s first name or only the employee’s last name. However, be aware 

that this search may take a long time and that the results may not be exactly what you are looking for. The 

reason for this is that this search uses the Oracle Soundex feature, which assumes you do not know how 

to spell the name and returns names it thinks ‘sounds like’ the name you are looking for. This search is not 

recommended to be used by itself. 

SSN 

You can search for an employee by entering the employee’s SSN. This is the fastest way to find an 

employee. This is the recommended search option for finding an employee. 

Type of I-9 

The search field labeled Type of I-9 allows you to narrow your search to return results that include only 

Forms I-9 with the status selected. This is because it is possible for a Form I-9 to satisfy more than one 

status. For example, a Reverification Due Form I-9 and an E-Verify Issues Form I-9 are also a Completed 

Form I-9. Below is a description of the Completed and All category contents. 

 Completed – This status includes Forms I-9 that have both Section 1 and Section 2 signed. This 
includes Reverification Due because these Forms I-9 are also Completed.  

 All – The results returned depend on the other search criteria selected. 

1. If you specify a First Name, Last Name, or SSN in your search criteria and you select All as the 
Type of I-9, the results returned will include any Forms I-9 that satisfy the search criteria (e.g., 
name and SSN) entered. The search results will include all Pending, Missing, Reverification 
Due, and Completed Form I-9s that satisfy the search criteria. The purpose for this search is 
to find an employee’s Form I-9 when you know who the employee is, but you do not know the 
status of the employee’s Form I-9. 

2. If you do NOT specify a First Name, Last Name, or SSN in your search criteria and you select 
All as the Type of I-9, the search results will NOT include Pending I-9s. The search results will 
include all other possible Form I-9 types. 

Group 

You can narrow your search by selecting a Group. The search will only be performed on employees within 

the Group. If you select a Group and a Location, the search will be performed on the employees within the 

Location. 

Location 

You can narrow your search by selecting a Location. The search will only be performed on employees 

within the Location. If you select a Location and a Group, the search will be performed on the employees 

within the Location. 

Date Range 

You can narrow your search to only employees with an employment date (hire date) within the range you 

specify. If you exclude one of the dates, the search will start or stop at the date you have specified. 


