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Completing your electronic 1-9

Step 1: Access the online 1-9 Web site.

1. Access the online 1-9 through the
University of Minnesota Employee
Self Service site at
hrss.umn.edu.

2. Click on the link labeled: 1-9 form
—new employee. You will then be
directed to the -9 eXpress website
login page.

3. On the 1-9 eXpress Welcome
page, enter 13636 in the
Employer Name or Code field.

4. Click Go.

Step 2: Login.
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1. In the Enter the text above
field, enter the characters
displayed in the picture above the
field.

2. Click Continue.
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1. In the fields provided,
enter your name, address,
date of birth, University
location (as provided in
your 1-9 instruction letter),
start date, and your Social
Security number.

NOTE: Name on the
social security card must
match what is entered in
the Last, First and Middle
Initial field.

2. Select the appropriate
citizen status option, and
enter the required
information in the
appropriate fields.

3. Click Continue.

NOTE: A message will
display with the applicable
fields highlighted in green
if there are mistakes you
need to correct.

Step 4: Review your information.

I%iun 1. Employee Information and Verification.

[To be completed and signed by employee at the time employment begins.

Last

First Widdle Initial

Maiden Name

Address (Street Name and Number) @U.S. Olnternatiunal

Apt # Date of Birth (mm/ddiyyy)

|

City

State/Province

Zip/Postal Code Social Security #

Employment Date(mm/dd/iyyy)

Location
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I am aware that federal
law provides for
imprisonment and/or fines
for false statements or use
of false documents in
connection with the
completion of this form.

| sttest, under penalty of perjury, that | am (check one of the following )

O a citizen or national of the United States

O & Lawiul Permanent Resident  (&fien #) &
O an slien autharized to wark until (rndddi )

(Alien ) &

(-94 #) |

1. CRITICAL! Carefully
review your information. If
any information is
incorrect, click the
Change Information
link.

2. Sign your 1-9 electronically
by selecting the check
box.

NOTE: To change the
language to English or
Spanish, click the
appropriate link.

3. Click Continue.

form.

This information should be reviewed and completed by the employee who prepared the 1-9

After yenfying that the nformation s correct, complete the signature biock at the bottom of the page.
*¥ou can make changes 1o the Information by dicking on the Ink below the Information.

o Name: John & Smith

Maiden Name:

Alien #:
1-04 &:
Work Expiration Date:

Social Security #: 1232 45 6720
Birth Date: 09/02/1970
Address: 123 Maln St.
Lapaer, MI 48146
Employment Date: 08/31/2005
Work Status: 2 Citizen or national of the: United States

# Change Information

Employee Electronic Signature  (Enalish or Espanol)

IRy rherking this rharkhng T am aware that federal law provides for imprisnnment andfor fines for fale
statements or use of false documents in connection with the complation of this form.
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Step 5: Review and Logout.
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2. Review the list of employment @ | o
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the 1-9.

3. Click Logout.
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Step 6: Close the Web browser. ‘

1 . When thlS page Opens, CIOSE the Thank you for using 1-9 eXpress. You have successfully ended your online session.  To log back in, dick
here.
Web browser to ensure your ==
information iS Cleared from the To completely dear your activity from your Intermet browser’s memary, we recommend that you dose this

window. Closing the window is espedially important if you use a shared or public computer.

browser’'s memory.




