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Completing the Form I-9 in Workday

1 Section 1 of the I-9 is to be completed by the Employee on their first day of
employment. This process is entirely digital within Workday.

2 The employee should log into Workday and Click into their Inbox.
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3 Scroll to find "Complete Form I-9" task

4 The Employee will need to populate their personal information.
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5 Once completed, the employee should validate the information.

6 Employee will continue to complete the Form I-9 by indicating their citizenship or
immigration status.
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7 Employee reviews the Signature Statement and check the 'I agree' box to
acknowledge.

8 Employee indicates if they used a preparer and/or translator.
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9 If a Preparer/Translator was used, they must fill in their information and agree to
the statement.

10 Click "Submit" once all data is confirmed and finalized.
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11 Once the employee submits Section 1 of the Form I-9, Section 2 will automatically
route to either the Admin Support or HR Operations.

12 The Admin Support should log into Workday and Click into their Inbox.
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13 Admin Support clicks on the Complete Form I-9 inbox task
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14 Admin Support will see that "Section 1. Employee Information and Attestation"
has already been completed by the new hire employee.

15 Admin Support will complete Section 2 of the I-9. Just like the regular I-9 form,
populate appropriate documents in List A or List B & List C.

If you enter information in to List B, Workday will require information in List C.
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16 Enter first day of Employment and check the "I Agree" box.

Admin Support's name, title and work address will automatically populate in the
Authorized Representative section.
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17 Click "Select files" to attach supporting documentation to complete the I-9. The
employee can email the documents to the Admin Support role. Then click
Approve.

18 Once submitted, the Form I-9 is sent to E-Verify automatically - no further action
needed.
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19 If there is an error with the Form I-9, a "Finalize: Employee Name" task will come to
your inbox. Please contact hrops@structuralgroup.com with any questions.

mailto:hrops@structuralgroup.com

