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| COMPLETING FORM I-9 SECTION 2 |
UCR DEPT/SSC TO COMPLETE

The steps in this process should be used when completing the Form I-9 Section 2 in Tracker. 
As the employer, it is important that Section 2 of the I-9 record 
is signed by the employer representative within three days of the employee start date.

Note: The HR Worksite ID must be included in Position in UCPath to ensure Tracker integration occurs

	Step
	Action

	1.
	 Employer Review and Verification. 

 Employers must examine evidence of identity and employment authorization in   
 Section 2 within three business days of the date employment begins. 

· Review and record the document title(s), issuing authority(ies), document number(s), and expiration date(s) if any.
· Enter the employee's first day of employment, confirm the business name and address, and then save and validate.
· Review Sections 1 and 2 and then use the Electronic process to sign and verify.

	2. 
	 Section 2: Employment Verification Documents
 
 In Section 2 of the Form I-9, the employer is required to enter information related to 
 employment and eligibility.  The I-9 transactor requests documentation from the 
 employee and enters the provided information. 
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	3. 
	 Employment Information
 
 Employer enter the following information: 
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	4. 
	 Employer Electronic Signature

Section 2 of the I-9 record must be signed by the employer representative within three days of the employee start date. 
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	5. 
	[image: ] Form I-9 is complete
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o Employment Verification Documents ™ (the Empioyee Must Present One Document from List A OR one document from List B and List C).

Use the drop-down menu to select a document from List A or one from List B and C. Then, enter the respective document number(s) and expiration
date(s). Click the (i) button for more information about a specific document.  Click here to Glear Documents

ListA

Document U.S. Passport * Reselect from list

Issuing Authority: US. Department of State
Document #: 123456789

Expires: 02/25/2025

*
B
Attachment Sample Attachment pdf View/Upload File

Employee presented an acceptable receipt in lieu of an original document in List A
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Employment Information

Employer Worksite Business Name

UC Riverside B Acacemic Personnel B Uc Riverside (900 University Ave, Riverside, ¢
. SavelValidate
Start Date:

021712020 (@ Employee hired for three days or less. ‘
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@

Electronic Signature @ Paper Signature
e Employer Electronic Verification

CERTIFICATION: | attest, under penalty of perjury, that | have examined the document(s) presented by the above-named employee, that the above-listed

document(s) appear to be genuine and relate to the employee named. and that to the best of my knowledge the employee is eligible to work in the United States.

o Enter your legal name and title:
First Name™ Last Name™ Title or Position*
Alexandra Rolins -8 Administrator
o Select the box next to “I Agree” to acknowledge that you have read and accept the fact that you are signing a U.S. Government Form and

that you are aware that federal law provides for imprisonment and/or fines for false statements or use of faise documents in connection the
completion of this Form

o 1agree”

e Click *Sign Form I-9 Electronically” to complete the electronic signature.

ign Form I-9 Electronically




image4.png
° The Form I-9 is complete.

Retumn to Employee Profile m
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