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Payroll Coordinators



Verify and Approve I-9 Documentation

Select the My Team
tab from the CV360 
home page

Select the 
Journeys tile

1
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Find and select the 
New Hire in the 
Assigned Journeys 
list
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Select the I-9 section 
2 task
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Select the Go to Website hyperlink5
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Select Manage I-9 Form, Pending 
Employer tab and right-click on the 
employee's name

6 7 Select Verify I-9 Docs
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Review Employee’s Name and Citizenship status at the top of the form and Enter or confirm the Start 
Date.
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Enter document 
information presented by 
the employee.

Use drop-down list to locate 
and select the document(s) 
presented or type in the 
name for quick access
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Select the Next button
10



Verify and Approve I-9 Documentation

Expand Employee Provided Information 
to review what the Employee entered
Section 1 before completing Section 2.
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Select the document link in the Document 
Upload section to view the submitted I-9  
documentation 
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User profile information and company name and 
address are prefilled and editable, if needed.
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If being completed by a Payroll 
Coordinator, they may need to enter the 
address information, depending on how 
your account is configured.
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Use the Additional 
Information section, if 
needed, to document 
additional details or 
documentation and 
click NEXT. Complete 
other fields, if 
applicable.
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Select the Edit
button.14
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Complete the review and check box 
to certify that the information that 
appears above should be inserted 
into Section 2 of the Form I-9 and 
click NEXT
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16
Review the new hire details on the I-9 form



Verify and Approve I-9 Documentation

After completing the Form I-9, 
read and check the attestation 
statement checkboxes.
Click the E-sign, Save & Run E-
Verify.

The Form I-9 is electronically 
stored in your account.

NOTE: By clicking the attestation buttons and the E-Sign & 
Save button, the document will be considered “SIGNED”.
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HireRight receives the I-9 record and the E-verify Check 
process initiates upon Section 2 completion
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Use short cut tools to Upload Supporting Documents, if applicable to your 
organization, or close window.

NOTE: Departments should get a status of “Employment Authorized” (instead of Draft).

If the department receives anything else other than “Employment Authorized” they need to contact central 
HR/HRIS (Carl Grimes, Benjamin Williams, or Anna Kinsey).
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