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Employment Eligibility Verification (Form I-9) Resources 

 There are help texts and descriptions for every field on the form.  Put your cursor over the field to 

see the help text, or click on the question mark  to see the full description.  

 Instructions for Employment Eligibility Verification can be found by clicking on the top right-hand 

corner of section 1 page 1.   

 
 

 USCIS I-9 Central website 

https://www.uscis.gov/i-9-central 

 Human Resources Management Department 

Contact your Compensation Analyst at (512) 854-9165. 

 

 

Step 1: Click My Dashboard. 

Step 2: Go to “My Tasks”.   

Step 3: Find your employee’s name in the “Related To” column.  Click on the Actions icon . 

 

 

 

https://www.uscis.gov/i-9-central
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Step 4: Review Section 1 (page 1) completed by the new hire.  Ensure Section 1 is completed properly 

and on time. 
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Step 5: Complete the employer’s section 2 (page 2).  For the “Lists of Acceptable Documents” see page 3. 

Reminder … We cannot specify which documents new hires may present.  A new hire must present one 

document from List A, OR a combination of one document from List B and one document from List C. 

 

 

Step 6:  Review and make sure the information entered in section 2 is correct.  At the bottom of the 

form, click “Save”. 

 

 

Step 7:  Scan or make a copy of the document(s) presented to be attached.  See instructions on uploading 

attachments. 


