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Form I-9 Instructions

This guide outlines instructions for reviewing and completing Form 1-9 in Truescreen's
i9Success.

1. Email Notifications
The following email is sent to new hires/re-hires asking you to complete your Form I-9
through Truescreen's i9Success website.

Subject: ACTION REQUIRED: Complete Your Form [-9

The University of Arizona has reqguested that you complete Section 1 of Form 1I-9 through Truescreen’s
i95uccess website as part of the pre-employment process.

This process requires you to complete Section 1 of Form I-9 and meet virtually with an 1-9 Specialist to
verify your identity and work authorization document(s).

Please follow the steps below:

1. Verify your name above.
If your last name iz incorrect, please contact University of Arizona Human Resources at
workforcesystems@arizona.edu to have it corrected before proceeding.

2. Access the link: <<i95uccess Link=>
If the link does not work, please copy and paste the URL into your browser:
https://i@success truescreen.com

3. Create an account using the Sign Up Now button.
Note: If you already have an account with Truescreen, proceed to step 4.

4. Log in using your credentials.
¢ If prompted for your i95uccess Code, enter: <<i%5uccess Code>>»
¢ If prompted for a Case Reference Number, enter: <<CaselD>>

5. Complete Section 1 of Form -9
Az you complete Section 1, be sure to:
s Use your full legal name as shown on your Social Security card.

6. Upload your identity and work authorization document(s)
Follow the instructions provided on the i85uccess website.

7. Meet virtually with an i95uccess I-9 Specialist
During the live video interaction, you must present your original identity and work autharization
document(s) for verification.

For questions about the information, you are required to provide, please contact University of Arizona
Hurnan Resources at workforcesystemsi@arizona.edu or 520-621-3664.

For technical issues accessing the i9%uccess website, please contact Truescreen’s i95uccess Team at
1-833-926-2157.




2. Employee Login

a. Sign up for an i9Success account and then log in.

i9Success @ 9

Welcome to i95uccess ™

Sign up Returning user login
1f you are new to our system, sign up Enter your previously created username and
to start a form, password to complete or submit a saved form or to
submit a new form. If you have not already setup
an account, please select "Sign up”,

b. After logging in, you will be prompted to enter your last name and the case
reference number, which can be found in your email from Truescreen's i9Success.

i9Success @ ContactUs | @ EAQ 9

Last Login: Feb 25, 2026 3:16 PM

Additional Information

Before continuing, please provide us with the
Information below for security purposes.

Last Name

Case Reference Number

D
Back to My Forms

C. Upon logging in, you will be able to access languages, contact information, FAQs and
account information.

i9Success QEmgish | O Comecls | @ FAQ

Lag: Login: Aug 22. 2023 1:52 PM

3. Employee Expectations

You will need to be prepared for the following:

a. You must have physical proof of identity and work authorization available to present
during the live conference with the I-9 Specialist.

b. You must be prepared to input details of your documents and can upload copies of
your documents using a desktop, tablet or smartphone.

c. You must be prepared for a live video conference. Ensure you have a working camera
to complete the virtual meeting with the I-9 Specialist.



4. Complete Form I-9 process
All steps must be completed - please read carefully as the below information is
important for successful completion of the Form I-9 process.

Only 3 steps to complete the Form I-9 process

Step 1 Step 2 Step 3

NS z

o [

Complete Form |-9 Section 1 Join a secure video Our |9 Specialist will inspect
and scan your employment conference meeting with a and approve your
authorization document(s). live |-9 Specialist. document(s).

You will require the following:

v Be Prepared: You must have your physical proof of identity and work authorization available to
present. VIEW ACCEPTABLE DOCUMENTS

v Electronic Entry & Document Upload: Be prepared to input details from your document(s) and
upload copies using a desktop, tablet, or smartphone.

~ Video Conference: Ensure you have a working camera to complete a virtual meeting with an [-9
Specialist.




STEP 1: Complete I-9 Form

1. Form I-9 - Section 1 (Employee Section)
19Success | YouLogarete @ English @ ContactUs ® FAQ 9

Subject's Sections I-9 Form - Section 1

Please fill out and sign Secticn 1 of Form I-8,

O -9 Form - Section 1

Employment Eligibility Verification uscis
Department of Homeland Security Form I-9

_ OME N2.1613-0047
U.S Citizenship and Immigration Services Senies 07/31/7075

1\ START HERE

Employers must ensure the forminstructions are available to employees when completing this form,
Employers are lizble for failing to cemply with the requirements for complating this form. See below and the
Instructions

Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of Form -9 nolater than the first day of employment, but
not before accepting 3 job offer.

Last Name (Family Name)* &) Public
FIFSTName (Given Name)* (3) John
Middle Initial* @ Q A
Other Last Names (if any)* &) Inhnny Public /A
Main Street
= W
Orland
Florida -
32230

a. All required fields must be entered.
Click on the question mark icon for additional guidance.
It is important that you enter the accurate information for your last name (family
name). If the information is inaccurate, it will cause E-Verify processing delays.
a. If you have two last names or a hyphenated last name, include both names in
this field.
b. If you only have one name, enter it in the Last Name field, then enter
"Unknown" in the First Name field. You may not enter "Unknown" in both
Last Name and First Name field.
d. If you are a non-resident/international employee who has not obtained a Social
Security number, select the "l have not been issued an SSN" box.
You are required to provide your social security number as soon as you receive it.
f. Electronically sign Section 1 of the I-9 Form and indicate if a preparer or translator
was used (If preparer or translator was used, additional information will be required.)



2. 1-9 Acceptable Documents — Review and acknowledgement required

1-9 Acceptable Documents

You will be reguired to present certain documents when completing the I-8 with your Document Witness. You can
view the list of acceptable documents here.

=  USCIS FormI-9

LISTS OF ACCEPTABLE DOCUD
All documents must be UNEXP

Employess may present one selection frc
or a cembination of one selection from List B and one

LISTA LISTB
Documents that Establish Documents that Establish
Both Identity and Identity

Employment Authorization ©OR

Driver's license or ID card issued |
Siate or outying possession of ihe
United States provided it contains
photagraph or information such as
name, date of birth, gender. heigh
. Fereign passport that contairs a color, and address

temporary 551 stamp or temporary

1-551 printed notation on a mackine- 1D card issued by federal, state or

readable immigrant visa govemment agencies or entties.
provided it coniains a photograph

. U5 Passpert or U S. Passport Card

. Permanent Resident Card or Alien
Regisiraton Receipt Card (Form |-551)

5

w

N

=

. Emolovment Authorization Document
4 3

| John Public ave reviewed the above list of acceptable identification

docurtremtss

« Back | Save & Continue 3

3. Document Selection — employee selects documents to verify
a. You will be able to select the applicable documents available from the document

selection screen.

Document Selection

1. A citizen of the United States

Citizenship/Immigr

¢ Form 19 task. You may select more than

You must have a physical copy of these ilable to show the D Witness during the

inspection.

List A | Identity and Employment Authorization
# 1

U.S. Passport

Samples

List B | Identity

DRIVER'S LICENCE

ot
Canadian Driver's License Clinic, doctor or hospital Day-care or nursery school
record record
Samples Samples

b. You will be prompted to scan and upload documents (front and back pages for double-



sided documents).

Subject's Sections (3/3)

Document Title 1*

U.S. Passport Card -

[] Receipt

Front Page of Document™*

B samplebmp (47.3KB) W Remove

Back Page of Document*

B samplebmp (47.3KB)

Save & Continue

( Back )

4. Employee Reviews Summary and Submits Form
a. Review form for accuracy and completeness

Applicant's Sections Review Summary

Mow is the time to review your work for accuracy and completeness. To change any of the information you have

« 1-9 Form - Section 1 entered, click the "Edit" button.
+ 19 Acceptable Documents ‘When you are satisfied with the information entered, you can click the "Continue™ button to move to the next
screen

+ Dotuments to Verify

) 1-2 Form - Section 1
~ Provide Document Witness

Last Name (Family Mamsa) Fublic

Review Summary First Name (Given Name) John
Middle Initia Q

Other Last Names (if any) Johnny Public
Address (Street Number and 1 Main Street
Mame)
Apt. Number N/A
.
5. Submit Form
Applicant's Sections Submit Forms
You have the option to go back and review the information you have supplied for accuracy and completeness by
« 1-8 Form - Sectian 1 clicking the "Review Summary" link on the side panel.

If you are satisfied with the information that you have supplied, please read and acknowledge the following:
| certify that | have provided all information, and answered all questions, truthfully, correctly, and completely in
accordance with the instructions provided

" 1-8 Acceplable Documents
+ Documents to Verify

+ Provide Document Witness By clicking “Submit Forms®, | acknowledge and agree that | have provided complete, correct and truthful
information on all pages included in this Data Collection process

Review Summary

Submit Forms

{ € Back ) Submit Forms -




Once you have submitted the form, you will see the Forms Status marked as “In Progress."
Additional steps are pending.

STEP 2: Join a secure live video conference with an I-9 Specialist

1. Live video conference expectations
a. You are required to attend a live video conference with an I-9 Specialist.
b. Business hours availability: 8 a.m.- 8 p.m. (EST) — Monday through Saturday
c. During the conference, you must present the same documents you uploaded in
Section 1 of Form I-9.
The I-9 Specialist will confirm identity and documentation.
Be able to "Join Queue."

Subject’s Sections You're almost finished! Please follow the additional instructions below.

Next Step: Meel with your 1.9 Specialist

(@ Meet with your 1-9 Specialist

v Click Join Queue” to enter a secure video conference waiting room. An 1-9 specialist will join you as soon

as possible
" Document Upload
v Click "Schedule Meeting” to select the time slot that suits you best

v By clicking “Jein Queue nsent 1o audi or video recording in accordance with our
Review Summary Policy. If you do not wish to be recarded, please do not click "join Queue* and contact your employer
immediately
Submit Forms
¥ou may choose to join 3 live queue now. or schedule an appointment at your convenience
Confirmation AM to 8 PN ET Monday { gh Saturda

Back to My Forms Log Out

f. If the “Join Queue" link is disabled, please try again during normal business hours
(business hours are 8 a.m.- 8 p.m. (EST) — Monday through Saturday)

g. Ifitis outside of business hours, you do not have your physical documents or you do not
have access to a camera, you can log in later and select "Join Queue."

NOTE: To ensure efficient processing, you must meet all the requirements listed below.
Failure to do so will result in termination of the call with the I-9 Specialist.

e Microphones and camera must be enabled/available.

e Have physical identification and employment authorized documents. You will be asked
to show your documents to the |-9 representative via the live conference; photocopies
or digital pictures are NOT accepted.

e Close all non-browser applications prior to joining the call.

e Join in a private, well-lit space where you can remain during the duration of the
conference, without interruptions.



STEP 3: Truescreen's I-9 Specialist Review and Approval

1. 1-9 Specialist Inspection

a. You will be asked to physically hold up the documents to the camera.

b. 1-9 Specialist will compare the documentation provided via live video conference to
the documents uploaded in Section 1 and confirm that the documentation provided
belongs to you and appears to be reasonably genuine.

c. If information on section 1 of Form I-9 is incorrect, the I-9 specialist may close the
session to allow you to return to the i9Success platform and correct the information.
You will need to start a new live conference with an 1-9 Specialist by clicking the
"Join Queue" button again.

d. If documents provided are invalid, the I-9 specialist may close the session to allow
you to return to the i9Success platform and upload the correct documents. You will
need to start a new live conference with an I-9 Specialist by clicking the "Join Queue'
button again.

e. If the I-9 Specialist finds that the employee is unable to present the documents they
uploaded, or the information does not match the presented documentation, they
may reject the documents.

f.  Once the I-9 Specialist verifies the I-9 Form section 1 and the employee documents,
they will complete/approve Section 2 of the I-9 Form.

g. Once completed, the employee will see their form status marked as "completed."
The E-Verify case can now be completed by Truescreen. No additional action is
needed by you.



