
ONBOARDING AND THE 
FORM I-9

How to Complete Section 2 of the Form I-9 using Hire 
Express/Compliance Center Onboarding



Who Needs to Have a Completed I-9

• Any Employee hired after November 6, 1986

• Any Employee Currently working 

• Any Employee who is returning to work whose original I-9 is not on 
file



Employers Must Not

• Discriminate against individuals on the basis of national origin, 
citizenship or immigration status

• Request more or different documents than are required to verify 
employment eligibility, reject reasonably genuine looking documents 
or specify certain documents 

• Hire, recruit for a fee or refer for a fee unauthorized aliens they know 
to be unauthorized to work in the U.S.

• Require documents in order to complete their application



Penalties

• Civil fines

• Criminal penalties (when there is a pattern or practice of violations)

• Debarment from Government Contracts (Contractors, Subcontractors 
and Sub-Subcontractors)

• A court order requiring the payment of back pay to the individual 
discriminated against

• A court order requiring the employer to hire the individual 
discriminated against



Civil Fines Include

• Knowingly hired, recruited or referred an alien unauthorized to work 
in the US, or to knowingly continued to employ – First Offense $539 -
$4,313 for each unauthorized alien

• Failing to Comply with Form I-9 requirements – $216 - $2,156 for 
each form 

• Committing or participating in Document Fraud – First Offense $445 -
$3,563 for each document

• Committing Document Abuse – $178 - $1,782 per violation



Civil Fines Continued

• Unlawful Discrimination against an employment authorized individual 
in hiring, firing, recruitment or referral – First Offense $445 - $3,563 
per violation

• Failing to Notify E-verify of a Final Non Confirmation – $751 - $1,502 
per violation

• Requiring an individual to post a bond or security or to pay an 
amount or otherwise provides financial guarantee or indemnity under 
employment verification requirements - $2,156 for each bond the 
employee paid to the employer, plus refunding the full amount of the 
Bond. (If the employee cannot be found the refund is sent to the US 
Treasury Department)



Criminal Violations

• Engaging in a pattern or practice of hiring, recruiting or referring for a 
fee unauthorized aliens – Up to $3,000 for each unauthorized alien 
and up to 6 months in Prison for the entire pattern of practice



When Does the I-9 Need to Be Completed

• Section 1 of the I-9 must be 
completed the first day of 
employment 

• Section 2 of the I-9 Must be 
completed no later than the 
Third Business Day AFTER the 
first day of work
• Days the business is closed do not count 

towards the 3 days

• If the employee does not 
provide the I-9 docs within the 
time allowed, the employee 
MUST be terminated and I 
should be notified to close the I-
9 as Terminated before 
completion
• If employee returns later with the 

docs, a new I-9 is created and the 
employee can return to work



BEST PRACTISE

• Best practices include having an employee complete their application 
BEFORE they go to work



Example of the 3 Day Rule



How to complete Section 2 of the Form I-9

• Log into Hire Express (aka Compliance Center)

• https://hrx.talx.com/V2_0/webmanager/LoginClientKey.aspx
• Employer Code is 15337

• Select I-9 Management from the list on the Left of the Screen



I-9 Management Main Screen



Select Type of Documents Presented

• Employee gets to choose which documents he or she wishes to 
provide from the list of acceptable documents, but they must be 
legible, whole and unexpired

• The employee can choose either a List A Document or a Combination 
of a List B and List C Document

• Remember we do not complete Section 2 until after the employee 
has accepted an assignment



Acceptable List A Documents



Acceptable List B Documents



Acceptable List C Documents



Searching for a Specific Employee



Employment Date

• Enter the first day of work in the Employment Date Box.  This will 
determine if Section 2 is completed in the time frame allowed, and 
should always be entered as the first day of work.

• Next Select the Type of Document or Documents Provided – List A
Document proves both Work Authorization and Identity

• List B and C documents – List B Document proves Identity while List C
proves Work Authorization



Section 2 Completion



Now Back to Completing Section 2

• Once you have selected the documents and clicked on the Continue 
button, you will be asked for additional information.  This information 
requested will be determined by the document the employee 
provided.



Additional Info Is Requested



Top Part of the Employer Review Page



Bottom Part of Employer Review Page



A Word about Documents

• When you enter your pin you are attesting that you have examined 
the original documents, the documents appear to be genuine, and 
relate to the employee named on the form.
• You are not expected to be a document expert

• Use the Reasonable Person Test

• Ask Questions on any discrepancies

• Must see the original documents and the employee



Attaching Documents

• It is up to each Branch whether they attach documents or not.  If you 
choose to attach the documents you MUST attach all documents to 
the I-9 or in the case of I-9 Management to the Employee Detail File.

• Exception – If you choose to not upload all documents, you still MUST 
attach the following documents: U.S. Passport, I-551 Permanent 
Resident Card, I766 Employment Authorization Document Card, and 
any documents you get a Photo Matching E-verify Status for.  



Top Portion of Employee Detail Page



Bottom Portion of Employee Detail Page



How to Attach the File

• Once in the employee detail file you will scroll down to almost the 
bottom and look for this:



Uploading Documents

• Select the Document to be 
Uploaded
• Only select Receipt if a Receipt is 

provided

• Only Upload the documents used 
to complete Section 2

• Choose File from your computer

• Enter the file name

• Select Upload then Finished



Document Receipts

• Some receipts for replacement documents can be used temporarily 
for the Form I-9, but the employee must provide the replacement 
document within a specified time. 

• Hire Express Assists in this by keeping track of these receipts and 
reminding you when they are due.  To receive reminder Emails, please 
let me know to add you to the list.

• If your location does not upload copies of documents, keep them 
until you get an Employment Authorized result in case they are 
needed.



Document Receipt List



Receipt Update

Once the employee who provided a Receipt for a lost, stolen or damaged document provides the replacement document,
the receipt update is required



Receipt Update



Receipt Update Continued



Receipt Due Additional info Requested



Re-Verification Due

• Select Re-verification Due from the Quick Search Menu

• Select the employee name to open Employee Detail File and Choose 
the Section 3 button



Reverification Due Continued



Re-Verification Due

• Select the List A or List C Document provided by the employee



Tools Available to Track Incomplete I-9’s

• In HQ Webconnect under 
Employees>Reports>Onboarding I-9 Status
•Run for a minimum of 30 days and do NOT check 

the check box

• In I-9 Management>Reports>Gap Report 
(instructions available upon request)



QUESTIONS



Last Thoughts

• For More information on 
Completing Form I-9

• Help Menu in I-9 Management

• They have information on I-9’s 
and E-verify – some of which will 
be sent to you shortly

• Training is available, but 
Section1 is shown as completed 
separate from the application

• For Questions Contact me at

• Phone Extension 2008

• Email is 
alsmith@hirequestllc.com


