
 
 
 

I-9 Sec(on 1 
 
All new employees are required by federal law to complete Sec7on 1 of an I-9 Employment Eligibility Form by the 
first day of work for pay. Employees may complete Sec7on 1 of the I-9 Form at any 7me between acceptance of a 
job offer and the first day of work for pay. 
 
How to Complete I-9 Sec7on 1: 

 
 
 

  
 
 
 

Click on the web address 
link provided via email 
from i9@everywhere.com 
to access the login page 
on desktop. 
 
-OR- 
 
Click on the link provided 
via SMS text message to 
access the login page on 
mobile device. (Text from 
919 area code) 
 



 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

On the login page, enter 
the creden7als as 
provided to you in the 
email and/or text 
message.  
 
Check Box with * to 
confirm and accept 
privacy policy.  
 
Click LOGIN to begin I9 
form. 
 
 

Forgot password or need 
to reset it?  
 
Under login buWon, click 
FORGOT PASSWORD. 
 
You will be prompted to 
enter your email address, 
then click RESET 
PASSWORD buWon. 
 
A new password will be 
sent to the email address 
you provided.  
 



 
 
 

 
 

 

Fill out all required fields 
with your information on 
page, then click NEXT. 
 
Required fields are 
iden7fied by a * a^er the 
field name. 
 

Con7nue filling out all 
required fields with your 
information on page, then 
click NEXT. 
 
Required fields are 
iden7fied by a * a^er the 
field name. 
 



 
 
 

 
 

 

Con7nue filling out all 
required fields with your 
information on page, then 
click NEXT. 
 
Required fields are 
iden7fied by a * a^er the 
field name. 
 

Check Box with to 
acknowledge federal law 
regarding false statements 
or documents.  
 
Make the appropriate 
selec7on regarding your 
ci7zenship status. 
 
Click NEXT to con7nue I9 
form. 
 
 



 
 
 

 

 
 

 
 

 

Check Box to agree to the 
terms and condi7ons of 
signing this document 
with an electronic 
signature.  
 
Type signature -OR- sign 
with mouse in provided 
box to e-sign document. 
 
A^er you’ve typed or 
drawn your signature, 
click SEND. 
 
 

Select “Yes” if using a 
valid passport to verify 
iden7ty and ci7zenship. 
 
-OR- 
 
Select “No” if you want to 
use other documents. 
(Click “View lists of 
acceptable documents link 
to view” other op@ons.) 
 
Click NEXT to con7nue 
with document upload. 
 
 



 
 
 

 
 

 
 

         
 

 
 

Make the appropriate 
selec7on for what type of 
document using. 
 
Click NEXT to con7nue. 
 
 

Based on document type 
elec7ng to use, click on 
the ADD A PHOTO OF 
DOCUMENT buWon(s) to 
upload clear photo(s) of 
document. 
 
Click NEXT to con7nue.  
 



 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review documents and 
informa7on uploaded to 
confirm clarity, validity, 
and accuracy.  
 

Any changes needed? 
Click the START OVER 
buWon to make edits or 
correc7ons. 
 
Everything clear and 
correct? Click SUBMIT. 



 
 

 

     
 

 

Please provide the contact 
informa7on for the 
individual who can meet 
with you in-person to 
verify and sign off on the 
validity of your 
documents.  
 
We will send them a link 
to complete Sec7on 2 of 
your I-9.  
 
Once completed, Click 
SUBMIT. 

Please reach out to the 
person you listed to let 
them know to expect a 
text & email from 
i9Everywhere.com  
+  
Set up a 7me to meet in-
person to show your 
documents. (This MUST 
be done before your first 
day of work.) 
 
Ques7ons or Issues? Use 
the Chat Support in App 
or contact HR at 
hr.requests@ssg-
healthcare.com  


