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Step 1:
[image: ]

Employer Code: 17737
Click “Get Started”

Step 2:
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Click “Get Started”


Step 3:
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In the search box type “Student”
The above list will appear
Select – Student Employment
*If you student will be working in a Super User department they will need to select their respective department
Click “Continue”

Step 4: (next page)
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Enter intended start date 

Step 5:
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Enter personal information, click “Continue”





Step 6:
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Read information, click “Manually fill out the form” 
OR
Click on Guided Walkthrough if you wish for the system to take you through each box of section 1

Step 7: Manually fill out the form – selected
[image: ]
[image: ]
Complete, review, edit any errors, click “Sign”
 [image: ]
Sign and click “Done”
Click “Finish and Submit”





[bookmark: _GoBack]Step 8:
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Click “Acceptable Documents” to view what documents the student will need to bring to the Section 2 appointment with Student Employment.
Section 1 of the I9 form is complete!

An email from studentjob@jmu.edu will be sent to the student with instructions on next steps to complete Section 2 of the I9 form.
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James Madison University

Personal Information

Okay, first we need a little bit of information about you.

(optional)  Last Name

Please enter Firsc Name.

Preferred Name (optiona) @ Other Last Name Used (optiona) @
SSN Date Of Birth
SSN Applied For mm/ddryyyy
Street Address Apartment/Suite (optional)
city State Zip Code
Select one v
Phone (optional) Email (optional)

D B
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James Madison University

Form 1-9 [3 Form Instructions

Form 1-9 Overview =

Form 1-9is a required document used to verify the identity and employment authorization of individuals hired to work in

the United States. This is a legal document subject to perjury.

We're going to ask you a few questions. Let's get started.
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Form I-9 Example

Manually Fill out the form
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Department of Homeland Security
U.S. Citizenship and Immigration Services

ity Verification uscis
Form I-9

OMB No. 1615-0047
Expires 10/31/2022

START HERE. Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, during completion of this form. Employers are liable for errors in the completion of this
form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work authorized individuals. Employers CANNOT specify which document(s) an employee may present to establish employment authorization and identity. The refusal to hire or
continue to employ an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of Form 1-9 no later than the first day of employment, but not before accepting a job offer.

Last Name (Family Name) @ First Name (Given Name) @ Middle Initial (optional) @ Other Last Name Used @
Address (Street Number and Name) @ Apartment / Suite (optional) @ City or Town @ state@ Zip Code @
Date of Birth @ U.S. Social Security Number @

SSN Applied for

Employee's E-mail Address @ Employee's Telephone Number (optional) @
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Citizenship Attestation
1am 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.
I attest under penalty of perjury that | am:

() 1. ACitizen of the United States @
() 2. ANon Citizen National of the United States (see instructions) @

() 3. ALawful Permanent Resident @ (Alien Registration Number / USCIS Number) @

() 4.An Alien Authorized to work until @ (Expiration Date, if applicable) @ | 1 /ig

EF

Preparer and/or Translator Certification @
(o) I did not use a preparer or translator.

() Apreparer(s) and/or translator(s) assisted the employee in completing Section 1.

2 Electronic Signature @ Need Assistance? ®

| 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. | attest, under penalty of perjury, that the foregoing information is complete, true

and correct.

Signature of Employee
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Draw your signature

Sign your name using your finger, mouse, or stylus
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Form -9

© Great work!

You have successfully completed filling out your Form I-9.
Please review what you need to bring for your appointment. Now you can log out and close your browser window.

Your official start date is

& Monday, January 3, 2022
Please bring your required documents to complete your Form I-9. © James Madison University

738 S Mason Street, Harrisonburg VA 22807

Don't Forget...
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-9 MANAGEMENT

Start a New |-9

Enter your Employer’s name or code below to
complete your Form I-9.

GET STARTED

EMPLOYERS: Learn more about our suite of I-9 Management Solutions WDRKFORC\QSEEU,FAXACDM
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James Madison University @ englishv

New Hire Packet

Welcome! Complete your packet now.
We are excited to have you as part of the team! Itonly takes 2 to 3 minutes.

You are now ready to begin completing your new hire packet. Please complete the process before your sart date to ensure that you
can begin on time.
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Work Location

What location will you be working at?

Search by location name or code, street, city or zip code.

‘ Q. Student]| ® ‘

Student Employment
738 S Mason Street MSC 3519, Harrisonburg VA 22807

Libraries (Students Only)
880 Madison Drive MSC 1704, Harrisonburg VA 22807

UREC (Students Only)
701 Driver Drive MSC 3901, Harrisonburg VA 22807

Residence Life (Students Only)
Huffman Hall MSC 2401, Harrisonburg VA 22807

Learning Centers (Students Only)
951 Madison Drive MSC 1023, Harrisonburg VA 22807

International Programs (Students Only)
1031'S. Main MSC 5731, Harrisonburg VA 22807

1do not know my work location

continue
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Work Start Date
What is your work start date?

Work Start Date
mm/ddyyyy




