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Training Goals
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The goal is to train I-9 Processors on the policies and 
procedures to correctly process a new employee’s Form I-9.

This training is required for anyone who will complete section 2 
(and possibly Section 3) of Form I-9. This includes department 
administrators, program assistants, hiring managers, or anyone 
else that assists in the hiring process. 

After completion of this training and submission of HR Systems 
General Access Request Form, you will be given access to the I-9 
Service Center.

https://www.northwestern.edu/myhr/admin/access-forms/myhr-adminform.pdf
https://www.northwestern.edu/myhr/admin/access-forms/myhr-adminform.pdf


What is covered in training

1. What are the Form I-9 and E-Verify?
2. Compliance and Deadlines for Section 2
3. Acceptable Documentation and Photo Matching
4. Remote I-9s
5. Section 3 Rehire
6. Short Learning Assessment



I-9 Introduction



I-9 and E-Verify

All U.S. employers are required to hire only individuals 
authorized to work in the U.S.
• The Form I-9 is the federal form used to determine employment 

eligibility

• The I-9 Service Center is the website Northwestern uses to 
electronically complete and submit Form I-9

• E-Verify is operated by the Department of Homeland Security (DHS) 
and U.S. Citizenship and Immigration Services to compare and verify 
some I-9 information with DHS and Social Security Administration 
information
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Form I-9 Sections

The Form I-9 consists of three sections:

• Section 1: Employee Information (completed by Employee)

• Section 2: Employer Verification of Documents (completed by 
Department/Human Resources)

• Section 3: Employer Rehire (completed by Department/Human 
Resources). 

5



Compliance and Deadlines



Compliance and Deadlines

Section 1 Deadline: 
Must be completed by the 

End of the 1st Day of Employment
(10:59pm CST)

• May be completed by the employee as soon as the job offer is 
accepted.

• Faculty and Staff: End of 1st Day in a Paid Status

• Graduate Students: 1st Day of Classes

• International Employees: must complete, even without an SSN
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Compliance and Deadlines

After the employee finishes Section 1, the new employee 
and an authorized Section 2 processor complete Section 2 
together.

Section 2 Deadline: 
Must be completed by the 

End of the 4th Day of Employment
(10:59pm CST)

• Faculty and Staff: End of 4th Day in a Paid Status

• Graduate Students: End of 4th Day after classes begin

For example, if the employee starts on a Monday, Section 2 must be 
completed before the end of the day on Thursday
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Compliance and Deadlines: 
Undergraduate Students

• Undergraduate Student Employees must comply with the same 
Section 1 and 2 deadlines. If a student starts on a Monday, 
Section 1 must be done by end of day Monday and Section 2 by 
end of day Thursday.

Since 

• Students often have irregular work schedules

• Students may not have the appropriate documents with them at 
school

• Best practice: identify student employee, have student gather 
their documents, and complete sections 1 and 2 BEFORE they 
begin work in your office.
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Compliance – In Person Meeting Required

• You must meet in person with the employee to complete Section 2

• You may not use a video call for the meeting

• You may not complete Section 2 using emailed documents

• If the employee is not able to meet with you in person, refer them 
to the Central HR Office askHR team for the remote verification 
procedure. Only askHR team members are allowed to conduct 
remote verification meetings.
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Compliance

Failure to complete Section 2 by the 4-day deadline is 
violation of federal law and may subject Northwestern 
University to fines or revocation of all federal contracts.
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When completing Section 2, you are attesting, under 
penalty of perjury, that you have met in person with the 
employee and seen the employee’s original 
documentation.

Other data entered by you in Section 2 – including the 
employee’s Hire Date – is submitted under penalty of 
perjury.



What Happens if the I-9 is not 
Completed by Day 4?

• Complete as soon as noncompliance is discovered
• A reason the I-9 form is delinquent is required in the system
• May be a delay in pay for new employee
• The University may be subject to a fine for each offense
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Acceptable Documentation
and Photo Matching



Acceptable Documentation

Section 2 requires you to view the employee’s 
documentation and validate I-9 information.
• Only the indicated acceptable documents may be used.
• You may not specify which of the acceptable documents 

the employee should present.

• Documents must be seen in person and be original. 
No scans, copies, photos, emails, or faxes may be accepted.

• If you are not sure you understand the document(s), 
contact askHR or encourage the employee to complete the 
process in the askHR Office
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Proof of Identity & Eligibility to Work

• One document from List A

OR

• Combination of one 
document from List B and 
one document from List C

• Two List B documents or 
two List C documents are 
not sufficient

• Document cannot be 
expired



Proof of Identity & Eligibility to Work
Examples of acceptable 
documentation:

 U.S. Passport

 Driver’s license and Social 
Security Card

 School ID card with photo and 
certified copy of birth certificate

We may not specify which 
documents an employee presents. 

Any documents from this list in the 
correct combination must be 
accepted.



Uploading Documents

You must have access to a scanner when completing Section 2.

For U.S. Passports, Permanent Resident Cards, and Employment 
Authorization Cards only.
• Scan the original document. 

– For US Passports, scan both the biographical and the bar code pages.
– For US Passport Cards, Permanent Resident Cards, and Employment 

Authorization Cards, scan both the front and the back of the card.

• Save to a secure folder
• Upload it to the I-9 Service Center in Section 2
• Delete from secure folder after confirming upload



E-Verify Photo Match

• E-Verify is an internet-based system, operated by the U.S. 
Citizenship and Immigration Services (USCIS), which enables 
employers to verify employment eligibility of their 
workforces. Data is sent to E-Verify from an employee's 
electronic I-9 form.

• If the employee presents a U.S. Passport, Permanent Resident 
Card, or Employment Authorization Card, Photo Match in E-
Verify is required after the documents have been scanned and 
uploaded.



Photo Match Example

Compare the E-Verify photo that 
appears to the photo on the 
document you scanned and 
uploaded (NOT to the employee in 
front of you).

Select “Yes” or “No” based on 
whether the photos match do or 
do not match.
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Remote I-9s



Remote I-9s

Request a Remote I-9 only if the employee is not able to 
be on campus within the 4-day deadline.
• Step 1: The employee submits a remote I-9 appointment request using the online 

request form on the HR website.

• Step 2: An askHR team member conducts a live virtual meeting with the 
employee. The employee must have the original version of the document for the 
meeting.

• Step 3: Employee notifies hiring department once their I-9 has been completed.

https://hr.northwestern.edu/essentials/hr-systems/e-verify/completing-your-i9.html 

Only the Central HR office askHR team is authorized to complete remote I-9s 
because of the complex DHS regulations for this alternative process. 

Departmental / school administrators are never allowed to use a video call for 
Section 2 verification.
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https://hr.northwestern.edu/essentials/hr-systems/e-verify/completing-your-i9.html


Rehires (Section 3)



Rehires

Only one active Form I-9 is needed for all appointments at 
Northwestern even if from a previous position or different 
department. 

• Some rehires require no action 

• Some require completion of Section 3 of Form I-9.  

• And some require a new Form I-9 Sections 1 and 2.  

Let’s look at a few situations.  

Full description of all cases can be found the Section 3 job 
aid.
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https://hr.northwestern.edu/documents/work-essentials/e-verifysection3quicksheet.pdf
https://hr.northwestern.edu/documents/work-essentials/e-verifysection3quicksheet.pdf


Rehires
You must first determine whether the employee’s I-9 is active.  
Go to the I-9 Service Center’s Employee Search Page. 

• Enter a few characters of both the first and last name (this 
returns better results than using the full name). 

• Check “Include Terminated Employees”. 

• If search returns a result, cross reference with birthdate. 

24



Rehires

CASE 1:

Employee records shows in Employee Search
 I-9 Status: Completed
 The record does NOT have (Term) next to the name
This indicates that the employee previously completed the I-9 
and has not been terminated.  
NO ACTION NEEDED
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Rehires

CASE 2:
If employee search shows only terminated records--(Term) after 
name--click the I-9 link to review the documentation. 

If Original I-9 is Terminated, but… 
 Information is accurate

 Documents have not expired 
 Original I-9 was completed within last 3 years
 Employee was a US citizen or permanent resident.

Click the “Do Rehire” and complete Section 3.
No additional documentation needed from the employee
 Directions on page 3 of Section 3 Rehire job aid.
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https://hr.northwestern.edu/documents/work-essentials/e-verifysection3quicksheet.pdf


Rehires
CASE 3:
If Original I-9 is Terminated, and… 

 Information is no longer accurate

 Documents have expired 
 Original I-9 was completed more than 3 years ago
or
 Employee was not a US  citizen or permanent resident.

New Section 1 and Section 2 must be completed.

For any other cases such as Seasonal Employee or Foreign 
Nationals, please consult the Section 3 Rehire job aid and/or the 
askHR Team at askHR@northwestern.edu or 847-491-4700
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https://hr.northwestern.edu/documents/work-essentials/e-verifysection3quicksheet.pdf
mailto:askHR@northwestern.edu?subject=I-9


Additional Information



Reminders & Tips

• Only one active I-9 is necessary for an employee.

• Always check whether the employee has active and current 
I-9.  Do not complete an I-9 if another department has 
already done so.

• If an employee has entered duplicate I-9s, contact askHR to 
remove the duplicate(s).

• If you have a foreign document that you don’t understand, 
please contact askHR or recommend that the employee 
completes the process in the askHR office.
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Reminders & Tips

• After completion of this training, myHR Security will give you access 
to the I-9 Service Center.

• The first time you log in, you will be asked to complete an E-Verify  
training.  That is a separate training than this. 

• Complete the training before you need to do your first Section 2 
verification.
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More Information
• HR Systems Access Request Form 

https://www.northwestern.edu/hr/documents/forms/myhr-adminform.pdf

• I-9 Service Center                               
https://northwestern.i9servicecenter.com/Login.aspx

• I-9/E-Verify Website 
https://hr.northwestern.edu/essentials/hr-systems/e-verify/

• E-Verify Training Guides
https://www.northwestern.edu/hr/essentials/hr-systems/e-verify/training.html

• Section 2 (including Remote Appointment Request form)
https://hr.northwestern.edu/essentials/hr-systems/e-verify/completing-your-
i9.html

• askHR Contact Information
847-491-4700  askHR@northwestern.edu 
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https://www.northwestern.edu/hr/documents/forms/myhr-adminform.pdf
https://northwestern.i9servicecenter.com/Login.aspx
https://hr.northwestern.edu/essentials/hr-systems/e-verify/
https://www.northwestern.edu/hr/essentials/hr-systems/e-verify/training.html
https://hr.northwestern.edu/essentials/hr-systems/e-verify/completing-your-i9.html
https://hr.northwestern.edu/essentials/hr-systems/e-verify/completing-your-i9.html
mailto:askHR@northwestern.edu
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Thank you for completing 
HRP003 I-9/E-Verify Training
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