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ONE SOURCE I-9 FORM CREATION 
This guide is designed to walk you through initiation of the I-9 Form Creation process and the E-Verify process in 
the One Source portal. If you have questions as you’re doing so, please reach out to our Client Relations 
Department at 402-933-9999 or our toll-free number at 800-608-3645, option 1. Thank you! 

1. Log into the One Source portal and switch to your ordering account.

2. Hover over Ordering and click on Form I-9 Ordering.

3. Decide if you’re going to run the process on a Background Checked Individual (someone you already have
screened and have in the system) or on a New Individual (someone you have not ran a background check on yet).

mailto:cr@onesourcebackground.com


ONE SOURCE I-9 FORM CREATION | UPDATED 2023 

a. If you choose to run it on a Background Checked Individual, then a box will pop up for you to use to 
search for your applicant. As you start typing the last name, a box of applicant(s) that match that name 
will populate and you can click on the applicant’s name. You would then click on Continue. 

 
 

b. If you choose to run it on a New Individual, then proceed on. 
 

c. Next you will choose if you’re going to add this piece to the existing order, or if you’re going to create a 
separate order. You will also choose how the form is going to be completed. 
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i. You would choose the first option if you and the applicant are both present in the office and 
going to complete the form together. From here, you can Create and save this I-9. 

 
 

ii. If you choose the second option, then you’ll add the necessary information. And then you’ll 
choose if you want to email, text or email + text the request to the applicant. 
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iii. If you choose the third option, then you’ll add the necessary information. You’ll then also choose 
the Authorized Representative option that best fits your and your applicant’s needs.  
 
The authorized representative is the individual who will go in and verify the employee’s 
documents. You will also choose if you’re going to designate the authorized representative or if 
the employee is going to designate the authorized representative. The authorized 
representative is the individual who will go in and verify the employee’s documents. 

Then you’ll choose if you want to email, text or email + text the request to the applicant. 
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IF YOU CHOOSE OPTION 2 – SEND EMPLOYEE EMAIL TO FILL/VERIFY AND SIGN SECTION 1 

With this option, the applicant will receive a link to complete, and then you as the recruiter (employer) will receive a 
notification back when it’s time to complete your piece. 

1. If you chose the second option, then the applicant will receive a “Request for I-9 form information” email from 
orders@onesourcebackground.com. The email will contain a link. When they click on the link, they’ll be asked 
to enter their date of birth and click on Continue. 

 
 

2. The Form I-9 page will load. The applicant will be prompted to complete all the pink shaded fields on the form. 
At the bottom they will sign and click on Continue.
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3. Once the applicant clicks on Continue, they will get the below notice. Their piece is then complete. 

 
 

4. Once the applicant has completed their piece, then you will receive an “I-9 form for APPLICANT NAME requires 
your attention” email from orders@onesourcebackground.com. The email will contain a link.  
 
Please note that if you’re completing the form as the recruiter, then when you click on the link you’ll be 
prompted to sign into your account. You may get a notice that the I-9 Form is not available. At this time, you’ll 
need to switch into your ordering account and the form will then load. 
 
Once the Form I-9 loads, you will need to complete Section 2 and the Certification section on the form. 
 
Under Section 2, you’ll choose the Document Type supplied. Once you do that, pink shaded boxes will populate 
based on what you chose. Those are required fields and they need to be completed with the information from 
the document(s).  
 
Under Certification, you’ll then checkmark the box, sign the box and list your title. Then click on Continue. 
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5. On the next page, you’ll be prompted to submit your order. You may get a notice that there’s a “Possible 
Duplicate” because you already completed the background check on the individual. You can proceed and click 
on Submit Now. 

 
 

6. You will then receive an Order Confirmation and the process will be completed. This portion of the background 
check will show as Complete. If you open the search component, you’ll be able to view the completed Form I-9. 
You can also “manage” the employee from this spot. 
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IF YOU CHOOSE OPTION 3 – REMOTE EMPLOYEE 

With this option, you or the employee will choose who will serve as the authorized representative. The authorized 
representative is the individual who will go in and verify the employee’s documents.  
 
The applicant will receive a link to complete, and then the authorized representative will receive a notice when it’s time 
to complete their piece. 

1. If you chose the third option, then the applicant will receive a “Request for I-9 form information” email from 
orders@onesourcebackground.com. The email will contain a link. When they click on the link, they’ll be asked 
to enter their date of birth and click on Continue. 

 
 

2. The Form I-9 page will load. The applicant will be prompted to complete all the pink shaded fields on the form. 
At the bottom they will sign and click on Continue.
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3. Once the applicant clicks on Continue, they will get the below notice. Their piece is then complete, and the 
individual listed as the authorized representative will be sent their piece to complete. 

 
 

4. Once the applicant has completed their piece, then the authorized representative will receive a “Request to 
complete I9” email from orders@onesourcebackground.com. The email will contain a link and instructions.  
 
The authorized representative will be prompted to enter the applicant’s date of birth and click on continue. 
 
Once the Form I-9 loads, they will need to complete Section 2 and the Certification section on the form. 
 
Under Section 2, they’ll choose the Document Type supplied. Once they do that, pink shaded boxes will 
populate based on what you chose. Those are required fields and they need to be completed with the 
information from the document(s).  
 
Under Certification, they’ll then checkmark the box, sign the box and list your title. Then click on Continue. 
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5. The authorized representative will then receive the below notification. Their piece is then done. 

 
 

6. As the recruiter, you can log into the system and switch into your ordering account to view the search. This 
portion of the background check will show as Complete. If you open the search component, you’ll be able to 
view the completed Form I-9. You can also “manage” the employee from this spot. 

 
 


