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Overview 
I-9 functionality has been activated in Employee Self-Service, which allows new employees to complete Section 1 of the US 

Citizenship and Immigration Services (USCIS) Federal Form I-9, with routing to your supervisor and/or Human Resources staff 

to complete Section 2.    

This job aid explains how to complete USCIS Federal Form I-9 in Employee Self-Service. 

Access Form I-9 
To complete USCIS Federal Form I-9, log into Employee Self Service and click the My Information tile on your home page. 

 

Then click the Form I-9 link in the left navigation bar.  

 

  

https://ess.wi.gov/
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Complete Form I-9 
After reading the I-9 Instructions for Employee, click the Submit Form I-9 link. 

 

Fill out all fields in Section 1. Required fields are marked with an *. 

 

Scroll and complete the Employee Attestation and Attachments sections. The Attachments section is required, and is where 

you will upload copies or photos of your documentation. If you are logging in with your phone, you do not have to have scans 

or photos of your documents prepared ahead of time. You will have the option to take a picture of your documents during 

the completion process.  

Please review USCIS’s list of Form I-9 Acceptable Documents to guide you on the appropriate document(s) to upload. 

Important: you must also present your documents to your supervisor or HR representative for inspection on your first day 

of work.  

https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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If you are receiving assistance with either preparation or translation of this form, click the Preparer and/or Translator 

Certification section to view and complete the necessary fields.  

When all sections are complete and you have attached copies/photos your documents, click the Submit button. 

 

 

View the Status of Your Form I-9 
After submitting your form, you can see the status of your form. It will initially show it is “pending approval” until your 

supervisor and/or HR completes Section 2. After they have filled out and submitted Section 2, your I-9 will be marked 

“complete”.   
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View Your Completed Form I-9 
After you and your supervisor and/or HR staff have completed all sections of Form I-9, you can view and print it if you wish. 

Click the View Form I-9 button to open a printable .pdf of the document.   

 


