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In addition to our standard, electronic Form I-9 completion methods, I-9HQ also provides alternative options to
create and manage Form I-9 records.

Option 1: Send Employee a Quickstart Link

I-9HQ’s ‘Quickstart’ Packet Links allow your organization to easily furnish new hires with a generic link which
they can use to complete a new Form I-9 Section 1 - eliminating the need for you to complete a ‘Send New I-9’
form for each employee. HR Admins can insert the link in an email to new hire to complete the Section 1.

HR Administrators - Setting up location Specific Link
To obtain a Quickstart link for your employees, navigate to the Packet Management option from the left-hand
navigation menu

Select the settings icon for the card of the I-9 completion type employer wants to generate the link for.
Note: I-9 Virtual option is only available for e-verify enabled locations.

On the Packet Management page you will find general and location specific URLs that you can send to your
employee to complete Section 1. The employee will simply click on the URL provided to access their Section 1,
no login credentials are required.

Note: In this option, the employer is responsible for the communication to the employee to provide the
Quickstart link; Equifax will not automatically send an email to the employee with this option.

Choosing a location-specific link will automatically apply the selected Work Location.
.
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New Hire Flow When Accessing Quickstart ‘Location-specific’ Link

New hire electronically fills in the Section 1 of the form I-9.
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HR Administrators - Setting up all Locations Link

Choosing the link for all locations will require the employee to select their location before entering their
packet.
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New Hire View When Accessing Quickstart ‘All Locations’ Link
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Option 2: Upload a Paper Form I-9
From time to time, organizations may have a need to complete a paper Form I-9. To ensure your I-9 records can
be kept in a centralized place, we’ve incorporated an Upload I-9 feature in the Quick Actions section of the
dashboard.

HR Administrators: Sending I-9 PDF to New Hire
● Download and attach the I-9 PDFin an email to a new hire to complete. Instructions to fill the I-9 are

available here.
● After New Hire fills in the form, the new hire emails it back to the hiring manager to complete section 2.
● Hiring manager gets on a call with the employee to verify the documents and share images of required

documents. Note: a virtual verification is only applicable if the new hire work location is e-verify
enabled.

● After completing section 2, store the PDF.
● Follow the steps listed below to upload the completed form on the portal.

Note: Pls find USCIS instructions here for the downloaded form I-9 to be filled electronically. Additional
download instructions for mobile users are available here.

HR Administrators: Uploading I-9 PDF to the portal

An employee profile must be created for the employee prior to adding the Form I-9. If your employee already
exists in the portal, you can simply search for and click the Select Employee button to bypass that entry. If not,
you will click the New Employee to get started.

After the profile is either selected or added, you can easily upload the Form I-9. PDF is the only acceptable
format at this time.
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https://www.uscis.gov/i-9
https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf
https://www.uscis.gov/downloading-and-printing-immigration-forms
https://www.uscis.gov/i-9


Once you have uploaded the paper form, you will be presented with a side-by-side view of the paper I-9 and the
electronic version. Use the paper I-9 to capture all the information in the electronic version. This will help to
ensure that we are properly tracking information such as employment dates, reverification needs, and/or use
the send to I-9 feature.
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