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Employment Eligibility 
Verification (Form I-9)

Form I-9 is used for verifying the identity and 
employment authorization of individuals hired for 

employment in the United States. All U.S. employers 
must ensure proper completion of Form I-9 for each 

individual they hire for employment in the United States.
This includes citizens and noncitizens. Both employees 

and employers (or authorized representatives of the 
employer) must complete the form. (I-9, Employment 

Eligibility Verification, 2016).



Equifax I-9 Management
https://secure.i9express.com/preauthenticated/LoginCaptcha.ascx?Employer=18567

https://secure.i9.talx.com/FormI9/Section1/LoginCaptcha.ascx?Employer=18567


Equifax I-9 
Management



Section One
Employee Information and Attestation

This section is completed by the employee on or before the first day of 
employment



Section One
In section one the employee selects his/her

citizenship status. The options to select from are:

§ A citizen of the UnitedStates
§ A noncitizen national of the United States: An individual born in 

American Samoa, certain former citizens of the former Trust Territoryof 
the Pacific Islands, and certain children of noncitizen nationals born 
abroad.

§ A lawful permanent resident: An individual who is not a U.S. citizen 
and who resides in the United States under legally recognized and 
lawfully recorded permanent residence as an immigrant. This term 
includes conditional residents. Asylees and refugees should not select this status, 
but should instead select “An alien authorized to work” below. Employees who select this 
box should enter their seven to nine digit Alien Registration Number (A-Number) or
USCIS Number in the space provided. The USCIS Number is the same as the A-Number 
without the “A” prefix.

§ An alien authorized to work: An individual who is not a citizen or 
national of the United States, or a lawful permanent resident, but is 
authorized to work in the United States. For example, asylees, refugees, and 
certain citizens of the Federated States of Micronesia, the Republic of the Marshall 
Islands, or Palau should select this status. This includes F1, J1, OPT, and H-1B visa 
holders.



Section One
UTAparticipates in E-Verify and:

1. If you have been issued a Social Security number, you must provide it in this field; or
2. If you have not been issued a number yet click SSN Applied For. Once you get your 

Social Security number you will return to office to complete E-verify.



Section One
International Employees will enter their current work authorization 

expiration date and other required fields

Enter the expiration 
date of your work 
authorization 
document ( I-20, DS-
2019, I-797 or
Employment 
Authorization Card)



Presenting Form I-9 
Documents

Once section one is complete, you will 
attend a New Employee Paperwork 

Session to present your I-9 verification 
documents.

Documents must be from theAcceptable 
Document List found at 

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

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


Presenting Form I-9 
Documents



Section Two
Employer or Authorized Representative

Verification
You will attend the paperwork 
session with your acceptable 
documents within 3 days of 

your start date of employment.
The schedule for New 

Employee Paperwork Sessions 
can be found on the New

Employee Information Page. All 
sessions are held at the Wetsel 

Service Center.

http://www.uta.edu/hr/records-services/general-info.php


Section Two continued
Please do not delay or 
neglect to attend the 
session and complete 
section 2. Failure to 
complete section 2 in a 
timely manner can:
§ Subject the university to fines by

USCIS
§ Employees who refuse to 

complete the verification 
process, will be rendered 
ineligible to continue 
employment at University of 
Texas at Arlington.



E-Verify



Have Questions?

Contact Human Resources 
(817) 272-5554

hrdocs@uta.edu

mailto:hrdocs@uta.edu
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