
EMP Trust I-9 Completion Process for Central Casting 

 

1. Enter the given code on the page, once entered press continue to begin the I-9 process. 
a. The information regarding a signature on the right may be irrelevant based on your 

device 

Link on the right: 

https://centralcasting.empforce.com/Instructions/New%20Instructions%20to%20fill%20I-
9%20through%20add%20n%20invite.pdf

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://centralcasting.empforce.com/Instructions/New%20Instructions%20to%20fill%20I-9%20through%20add%20n%20invite.pdf
https://centralcasting.empforce.com/Instructions/New%20Instructions%20to%20fill%20I-9%20through%20add%20n%20invite.pdf


2. This page is informational, take your time to read it. 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. On this page you will enter your information. Ensure that your name is entered as can be found 
on your List A or List B/C document that you will be using. As E-Verify requires a Social Security 
Number to be run, if the option is selected to denote you have applied for and are waiting for 
your SSN your case will be set aside. Once you have received it you will need to submit this 
update for the I-9 in order to have your case run successfully. 

 

 

 

 

 

 

 

 



4. Review your information, if a correction is needed then press the “Change Information” button 
in order to correct any errors. The “Employee Electronic Signature” appears differently on 
mobile than it does on a computer. Enter your initials to E-sign and follow the instructions to set 
a verification question in order to continue. 

 

 

 

 

 

 



5. If you are preparing the I-9 on someone’s behalf as a Preparer and/or Translator you should 
select the option to indicate this. If you are completing the I-9 on behalf of a minor you should 
select this option. Fill in the required information and continue. If you did not use a preparer or 
translator you can select “I did not use a preparer or translator” and continue. 

 



 

 

 

 

 

 

 

 



6. Please review the List of Acceptable Documents and decide if you would like to present 1 
document from List A or a combination of documents of 1 document from List B and one 
document from List C. Select the document type(s) that you will be uploading. Some List A 
documents can be accompanied by a supporting document (such as an extension letter) to be 
considered an acceptable I-9 document. If you are using a combination of List B and List C 
documents change the option to “List B and C” to be able to select the appropriate options. 

a. Some devices may create a file in a size that is not visible to us. Refer to the “Reduce file 
size” on the left to ensure that you are taking appropriately formatted photos.  

https://centralcasting.empforce.com/I9/I9Document/reducefilesizeofimages.pdf 
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7. You have now completed your portion of the I-9 but you must still assign your Representative 
who will complete Section 2. If you wish to print or email your receipt to acknowledge you have 
completed your portion you may do so at this time, after which press continue. 
 

 

 

 

 

 

 

 

 

 

 

 

 



8. Enter the information related to your Representative that you will need to meet with in person.  
a. The Representative will verify your documents in person and need to take 2 required 

photos for Section 2 of the I-9 that they will complete.  
b. All fields with a “*” are required, the other fields are not mandatory but can be filled if 

chosen to do so.  
i. Company Name does not need to be filled in.  

c. If the form is for a minor the Parent/Legal Guardian who completed Section 1 can also 
act as the Representative, a separate email address will be needed for the 
Representative.  

d. Once all information is filled in check the box at the bottom and press “Notify & 
Continue”.  

 

 

 

 



9. After the representative has been designated you will see this green box. If you do not see this 
correct any errors with assigning your representative and attempt to assign it again.  

a. Once assigned successfully you will receive an email with an access code.  
b. You must share the access code with your Representative.  
c. Your Representative will receive an email with a link that will require the code you 

provide to them for them to begin Section 2.  
d. If there was an error assigning your representative or you need to change the selected 

person there will be a link in the email you receive that will return you to this page in 
order to enter the new information. 

  



Section 2 – Populated by the designated Representative 

1. If you have been assigned the I-9 you will receive an email from EMP Trust in order to act as 
the representative to complete Section 2 of the I-9.  

a. The email will contain a link where you will enter an access code given to you by the 
person(employee) who assigned the I-9.  

b. You will need to meet in person in order to physically verify the documents that the 
employee is using for the I-9. 

 
 

2. If you have met with the employee and they have the original physical List A or List B and C 
documents that were uploaded in Section 1 select “Yes” appropriately. You will be asked for 
2 photos. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Upload photo of I-9 Rep 
a. The photo of the Central I-9 Rep is a photo of you/the Representative clearly holding 

the employee’s physical original List A or List B and C documents that they used on 
the I-9.  

i. This should ONLY include the List A or List B and C documents that the 
employee is presenting for the I-9.  

ii. No additional documents should be shown as the I-9 will be returned in 
order to correct the photo contents. 

iii. The employee’s name must be clearly visible in the List A or List B and C 
documents the Representative is holding up 

b. The Age verification photo needs to be only of a Photo ID containing Date of Birth 
belonging to the employee.  

i. If the employee chooses the document can be one of the same documents 
used for the I-9 

ii. You should not be pictured in this photo.  

 

 

 
 
 



4. If either photo was uploaded incorrectly you are able to delete and upload the correct photo 
by clicking the trash can symbol as depicted in the red boxes below. 

 
 
 
 

5. After uploading both photos and checking the box in the Age verification portion be sure to 
check the box on the left at which point the “Certify and Continue” button will appear. Click 
this button to advance. 

 
 
 
 
 
 
 
 
 
 



6. You will continue to pages with instructions for the I-9 and common questions. Take your 
time to read them as needed. When ready press next to continue.  
 

 
 
 
 
 
 
 
 
 
 



7. You will continue into the employee’s I-9. Answer the question indicating if they are 
presenting the documents that the employee uploaded for their portion of the I-9.  

a. If the employee has chosen to use different documents from the List of Acceptable 
documents then select “No” and upload the document(s) presented.  
 

 

 
 
 
 
 
 
 
 



8. You will select the document(s) from the drop down menus. If a List B and List C document 
are being used select the “List B and List C” option. Be sure to accurately input the 
information found on the document(s). 

a. Ensure that the date format is MM/DD/YYYY as indicated, the document you are 
looking at may not have the date in this format so be sure to input this correctly. 

b. Do not input information in the “Additional Information” box unless it is relevant to 
the I-9 and information not input elsewhere in Section 1 or 2 of the I-9. 

c. Do not check the box regarding the alternative procedure as you are not using an 
alternative procedure authorized by DHS 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



9. When you have finished inputting the relevant document information you will now input 
the first day of employment.  

a. This should be 7 days from the day of completion in order to allow time to have the 
I-9 processed. Ex. If completed on 4/14/2025 the hire date would be 4/21/2025 
 

10. Check the box for the electronic signature and enter your name or the access 
code/password given from the employee.  

a. You will then be able to Sign and Submit.  

 

 

11. The I-9 will be submitted to the Onboarding Team and it will be reviewed on or before the 
employee’s first day of employment (7 days from completion of the I-9). 

 
12. If there are any issues the I-9 will be returned to the employee with notes on the relevant 

issues and how to correct them.  
a. These issues may or may not pertain to Section 2 but you may be reassigned as the 

Representative as any changes should be reviewed by the person completing 
Section 2 before resubmitting.  

b. The Section 2 information will be saved so only portions requiring corrections would 
need to be updated before resubmitting. 

 

 

 


