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COMPLETING YOUR ELECTRONIC I-9 
Employee Instructions 

• The I-9 process contains two sections. Both sections have completion deadlines. 
• If you are a former employee being rehired, please call the HR Office at 937-229-2541, or email us at 

HR@udayton.edu for instructions regarding your I-9.  
• The Section 1 deadline for completion is on or before your first day of work for pay, known as your hire date, 

after you have accepted an employment offer from UD. Section 1 is completed online in one session. 
• The Section 2 deadline is your third day of employment after your hire date (excludes weekends). 
• *Section 2 MUST be completed in-person in the HR Office, St. Mary’s Hall, Room 304, Monday through Friday 

during office operating hours, excluding weekends and University observed holidays*. 

*If you live beyond a 40-mile radius from the University of Dayton, you may be able to complete your I-9 using the Authorized 
Representative process. Contact the HR Records Manager, HR@udayton.edu, 937-229-2541, for more information. Eglin AFB and 
Georgia ATTC-MG employees will meet with UD agents in your area when possible.  

UD Arena Staff will meet with the Arena Office HR Liaison – NO APPT needed with HR; Dining Services will meet with Associate 
Director in the Dining Services Administration Office - NO APPT needed with HR.  

Step 1. 

A.  Click on the following link: Online Form I-9 

You should see the following web page open. If you do not see Welcome to the University of Dayton, see Step 1B 
below; otherwise skip to Step 1 B c (on the next page): 

 

 

B. Go to i9express.com (go to the next page) 

https://hrx.talx.com/ec/#/login/14803/Template/8eaf09bc-8103-4f79-bea7-2f7bbcffbd5d?Required=True
https://hrx.talx.com/ec/#/login/14803/Template/8eaf09bc-8103-4f79-bea7-2f7bbcffbd5d?Required=True
https://www.i9express.com/
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a. Scroll down to “Fill Out A Form I-9”. Then, click on Go To NEWI9.com button. 

 

b.  
Enter UD’s institution code, 14803, in the text box and click on Get Started 

c. You will arrive on this page: (If you do not see “Welcome to the University of Dayton” we will not be 
able to retrieve your Section 1 from the online system and it will need to be competed again). 

 

                       (Go to the next page) 
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Step 2 – Begin the I-9 Section 1, reading the directions, then choosing UD Human Resources in the drop down menu, then 
click Continue: 

 

The next screen after clicking on Continue above: 

 

Click the Green Continue Button to move forward, bottom of the page:  

(Go to the next page – Entering Personal Information) 
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Step 3 – Personal Information 

A. There are 3 sections: Personal Information, Physical Address, and Signature 

 

 Help indicators appear inside the text box when active if you need assistance.  
Click the blue circled “?” for pop-up descriptions. 

(Go to the next page) 
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Click the green Continue button to move forward with the process. 

(Go to the next page) 

 

 

 

 



 

Office of Human Resources • 300 College Park, Dayton, OH 45469-1649    
937-229-2541 (phone) • 937-229-2009 (fax) • 937-229-4473 (TDD Line)  
hr@udayton.edu • www.udayton.edu/hr/   

Step 4 – Section 1 Continued – Employment Eligibility Verification 

 

Read the page instructions then enter your first day of work for pay (your hire date) in the text box “Employment Date” in 
the date format indicated on the screen. 

Continue through the form (scroll through the form if needed on your screen). 

 

(Go to the next page) 
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Make a citizenship selection. Selections 2, 3 & 4 may require additional entries based on your selection. Question mark 
icons, when clicked-on, provide additional information. 

 

Make a selection regarding a Preparer and/or Translator and then click the green Continue button. 

 

(Go to the next page) 
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Step 5 – Employee Review 

Complete the employee review of the data you entered. Print for your records if needed. 

 

Print Example: 

 

Compete the Employee Electronic Signature box, then click the green continue button 

 

(Go to the next page) 
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Step 6 – Next Steps and Actions  

 

(Go to the next page) 
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You do not need to present the receipt code to us as mentioned below. 

 

You will see a List of Acceptable Documents that will help you choose what you would like to present for Section 2. An 
example is below.  No UD employee may tell what to present. If you are told what to present by any UD employee, please 
contact the HR Records Manager right away at 937-229-2541 or by email at HR@udayton.edu 

(The list you will see is based on the citizenship attestation selection you made earlier in the form.) 

 

(Go to the next page) 
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Click the green Continue button when ready  

 

Step 7 – Preparing for Section 2 In-Person Presentation of Documentation 

It is time for you to appear in-person at the HR Office to complete Section 2 and present your Employment Eligibility 
Documentation. We are located in St. Mary’s Hall, Room 304 on the 3rd floor. During the COVID-19 pandemic, an 
appointment is required.  

(Go to the next page)  
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Visit the Human Resources web page link and scroll down to the appointment information section. You will see this 
statement (image only below for reference) and the links for scheduling: 

 

UD is a Federal Contractor – UD is a Mandatory Participant in the E-Verify Program 

A presidential Executive order and subsequent Federal Acquisition Regulation (FAR) rule requires federal contractors to 
use E-Verify to electronically verify the employment eligibility of employees working under covered federal contracts. 
The order and the rule reinforce Federal government policy that the Federal government does business only with 
organizations that have a legal workforce. 

E-Verify employers verify the identity and employment eligibility of newly hired employees by electronically matching 
information provided by employees on the Form I-9, Employment Eligibility Verification, against records available to the 
Social Security Administration (SSA) and the Department of Homeland Security (DHS). 

-------------------------------------------------------------------------------------------------------------------------------------------------- 

*Please see the List of Acceptable Documents on the last page of this document that will help you choose what you will 
present for Section 2* 

NO UD Employee May Tell You What to Present 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

 

If you have any questions at any time, please contact us at HR@udayton.edu or by calling 937-229-2541. 

Again, Welcome to UD! 

 

 

 

 

 

 

 

 

https://udayton.edu/hr/index.php
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