COMPLETING THE EMPLOYER SECTION OF THE I-9 FORM

Step 1: In EIS Choose Campus Self Service
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Step 3: Enter Employees ID Number
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Enter any information you have and click Search. Leawve fields bank for a list of all values.
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Step 4: This screen will appear. This is the information the employee
completed. You will only need to enter the Start Date.
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Updating and Reverification

Hreriar Unique Social Security #: 333-39-8215
113 line dr Date of Birth: 0324520
gainesville, T 76240 Maiden Hame:

Employee Sign Date:  05f 2012

Employee Start Date: |[02/01/2012 |[5]

Citizenship and Employiment Authorization

i A citizen of the United States

= A noncitizen national of the United States

i A lawful Permanent Resident {Alien #) &

= An alien authorized to work (A # or Admission #)
until {expiration date,if applicable --month/dayirear)

Minor and Special Placement Details

™ special Placement Employee unable to present a List A or List B document
™ Minor unable to present a List A or List B document
I™ Prepared andior translated by a person other than the Emplovee

Document Yerification
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Step 5: This is the Employer section of this page. Like the paper I-9 form, you
will need to see original documents from either list A or from B and C. The
document title is a drop down choice and only contains those choices that are
appropriate based on the way the employee completed section 1.
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Document Yerification

To he completed and signed by the employer. Examine one document from List A OR examine ane document
frarm List B and ane from List , as listed in the instructions, and record the title, number and expiration date, if any,

af the document(s).

To open the complete instructions in a separate browser window, click -9 Instructions
' List &

Document Title: | i I Receipt

Issuing Authority: |

Document Humber: | Exp. Date ({if any): Bl
Document Humber: | Exp. Date ({if any): Bl

" List B AND List C

Document from List B

Document Title: I =l ™ Receipt

Issuing Authority: |

Document Humber: | Exp. Date (if amy): I

Document from List C

Document Title: I =l ™ Receipt

Issuing Authority: |

Document Humber: | Exp. Date (if amy): I




Step 6: You will see your information listed here. When you click the “Accept”
button, it is the same as signing a paper I-9 form. Once you click accept, you
have finished the I-9 process.

Employer Rep's Name: Shell Donna Russell
Title: Directarl

1155 Union Circle # 310349
Denton, TA TE203-5017

Accept | attest under penalty of perjury, that | have examined the document(s) presented by the above-named employee,
that the ahove-listed documentis) appear to be genuine and to relate to the employee named, that the employee
hegan employiment on (month/dayiear) 00/0/:)., and that to the hest of my knowledge the employee is authorized to

work in the United States, (State employment agencies may omit the date the employee hegan employment.)
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