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Form I-9 Instructions 

This guide outlines instructions for reviewing and completing Form I-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. 

 
 



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

 

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. 

 

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

account information.  

  

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. 

 

 

 

 

 

 

 



STEP 1: Complete I-9 Form 

1. Form I-9 – Section 1 (Employee Section)  

 

 
a. All required fields must be entered. 

b. Click on the question mark icon for additional guidance.  

c. 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 "I have not been issued an SSN" box. 

e. 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. I-9 Acceptable Documents – Review and acknowledgement required 

 

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

selection screen. 

 

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



sided documents). 

 

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

 

5. Submit Form 

 



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. 

d. The I-9 Specialist will confirm identity and documentation. 

e. Be able to "Join Queue." 

 

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. If it is 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.  

• Microphones and camera must be enabled/available. 

• Have physical identification and employment authorized documents. You will be asked 

to show your documents to the I-9 representative via the live conference; photocopies 

or digital pictures are NOT accepted. 

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

• 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. I-9 Specialist Inspection  
a. You will be asked to physically hold up the documents to the camera. 
b. I-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 I-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. 


