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Standard Link:   https://hrx.talx.com/ec/#/login/13072/Template/574dad72-f149-49fa-
8350-54d997984594 

Virtual link (for fully remote employees): 
https://hrx.talx.com/ec/#/login/13072/Template/2ef30043-3e61-4be8-8406-
a3f221eefcfe?&location=1022 (only use this option if you are a fully remote employee) 

1. Using the dropdown menu, select the location provided by your department.

2. Read the introduction on the WELCOME TO YOUR EMPLOYMENT CENTER page and
click continue to begin.

https://link.uiowa.edu/l/b6bfcfc7-f920-4104-ac9b-f63eadabd404?m=038eaef5-7f1a-4340-aeb3-7e4aa38ba44e&c=d.hr.marketing&i=202505
https://link.uiowa.edu/l/b6bfcfc7-f920-4104-ac9b-f63eadabd404?m=038eaef5-7f1a-4340-aeb3-7e4aa38ba44e&c=d.hr.marketing&i=202505
https://link.uiowa.edu/l/d44ab844-7f9a-4446-adb9-f1868935d1f2?m=038eaef5-7f1a-4340-aeb3-7e4aa38ba44e&c=d.hr.marketing&i=202505
https://link.uiowa.edu/l/d44ab844-7f9a-4446-adb9-f1868935d1f2?m=038eaef5-7f1a-4340-aeb3-7e4aa38ba44e&c=d.hr.marketing&i=202505
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3. Enter your personal identification information in the text fields.

Utilize the informational pop-up boxes as you navigate through the personal information page. 
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4. Read and electronically sign your initials on the document, then click continue. 

The initials must exactly match the first letter of the First Name field and the first letter of the Last 
Name field, or you will receive an error and be unable to proceed. 

  

5. Attest your citizenship status by selecting the appropriate citizenship option. 
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If you are a lawful permanent resident or noncitizen authorized to work, you will be asked to 
complete additional populated fields. 

Complete the Preparer and/or Translator Certification, then select continue. 

6. Review the entered information on the EMPLOYEE REVIEW page for accuracy.

If you have corrections to make, click Edit Personal Info to make updates. 



Completing Section 1 
Guide for Employees 

5 Updated 9/9/2026 

7. Check the EMPLOYEE ELECTRONIC SIGNATURE box and click continue.
8. Upload Documentation

Read the ACCEPTABLE DOCUMENTS section of the NEXT STEPS page. DO NOT select “Skip 
Attachment”. When you are ready, select continue.  

9. Select your document type in the DOCUMENT SELECTION section and click continue.
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10. From the dropdown menu, select the document(s) you will upload and provide for
Section 2 of Form I-9. Click Continue.

11. Follow instructions 1-6 on the ATTACH DOCUMENT page to upload and attach your
documentation.

If you are uploading from your computer, skip to step 12. If you prefer to use your mobile device to 
upload your documentation, click the Go>> button on the right side of the page. 
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If you choose the mobile option, after clicking Go>>, scan the QR code provided and follow the 
prompts from your phone. Skip to step 13 below if you choose to upload via the mobile option. 

12. Use the SELECT DOCUMENT dropdown to choose the document you will upload.
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Click choose file>select the appropriate document from your files>click Attach button. 

Repeat step 12 for each document until all documentation listed in the SELECT DOCUMENTATION 
dropdown has been uploaded.  

As you upload each document, it will appear under the ATTACH button as an indicator that you have 
successfully uploaded the document. You should also see a green checkbox next to each 
document. If you see a red X, please remove the respective attachment and try to upload it again. 
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13. Once all required documentation has been uploaded, the FINISHED button will no
longer be faded out, and you will select FINISHED.

Click CONTINUE. 
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14. On the NEXT STEPS page, you MUST click the final CONTINUE button to complete the
process.

15. SUCCESS! You’ve completed Section 1 of the I-9 process once you reach the
CONGRATULATIONS page.


