
The Form i-9 
...how to properly enter your info into section 1  

Yes 

No 

 

Step 1. Log in to Workday 
In your Workday Inbox, after reading the onboarding instructions and 
selecting submit, you will find the complete form i-9 inbox item. This is 

section 1 of the i-9. 

 

Step 3. be careful Choosing your citizenship checkbox! 
the “I attest, under penalty or perjury…” checkboxes are important to get right,  
And is more complicated for individuals who are not US citizens.  
 
follow the decision tree below to ensure you  choose the right box! 

Inside of Workday 

outside of Workday 

BEGIN 
By federal law, any employee entered into workday is required 
to fill out an i-9 and have their document(s) verified within 

their  first three business days of employment.  

Were you born in the united states, guam, 
Puerto rico, or the U.S. Virgin islands, or 

get citizenship through your parents? 

Select the checkbox for 
“A citizen of the United States.” 

 

Step 2. Enter Your Personal Information 
Enter the following: 

1. Your legal Name 

2. Your residential address 

3. Your Social Security Number (SSN), Phone, and Email.  

Need more 
detail(s)? 
Click here. 

if you do not have an SSn, it is not required in the i-9. 

Have you gone through the 
US  naturalization  process? 

Don’t  know? 
Read about it by 

clicking here. 

Yes No 

Were you born in American Samoa or on 
swains islanD? 

Select the checkbox for 
“A noncitizen national of the 

United states.” Yes 

No 

Do you have an alien registration number? 
(e.g. green card, A-*******) 

Select the checkbox for 
“A lawful permanent 

resident” and enter your 
alien registration number 

in the space provided. 
Yes 

Select the checkbox for “alien authorized 
to work,” also known as a foreign 

national. Examples include: 

 F1 
 J1 

 L1 
 TN 

 H1-B 
 EAD 

As a foreign national, You’ll need to: 
 
1. Enter the expiration date of your visa. 

a. You may only check n/a as a refugee or asylee, 
or certain citizens of the Federated States of 
Micronesia and the Republic of the Marshall 
Islands. 

 
b. You may only Check d/s (duration of stay) as an 

F-1 nonimmigrant student engaging in on-
campus employment or a nonimmigrant under 
the Compact of Free Association between the 
U.S. and the Federal States of Micronesia or the 
Republic of the Marshall Islands. 

 

2. Enter “N/A” into Alien Registration /
USCIS Number field. 
 

3. Enter  either: 
a. Form I-94 Admission Number  
b. your foreign passport number and 

country of issue  

Step 3 continues 

Don’t  know 
where to find 

this date? 
Click here. 

No 

 

Step 4.  Agree and submit 
Check the “I agree” box, and enter 

whether or not you used a preparer when 
filling out your I-9. 

 
Review everything one last time and 

select submit. 

 

Step 5. Bring Section 2 documents  to I-9 Coordinator 
In your Workday Inbox, there will be an item reminding you to show the 

proper documents to your i-9 coordinator. You must do this within three 
business days of your first day of work. 

 
Once you have shown them, and they have completed Section 2 of the I-9, you 

may click submit on this item. 

Don’t  know 
what you need 
to bring? Read 

about it by 
clicking here. 

Continue to step 4 

Continue to step 4 

Continue to 
step 5 

Don’t  know? 
Read about it by 

clicking here. 

https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-1-employee-information-and-attestation
https://www.uscis.gov/us-citizenship/citizenship-through-naturalization
https://www.uscis.gov/us-citizenship/citizenship-through-naturalization
https://isc.uw.edu/admin-corner/i-9-coordinators/#2-what-to-look-for-in-section-1
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-2-employer-review-and-attestation
https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-2-employer-review-and-attestation
https://www.uscis.gov/us-citizenship/citizenship-through-parents
https://isc.uw.edu/admin-corner/i-9-coordinators/section1instructionsada/

