Guidelines in Using the New I‐9 Form.
Key Point about the New I‐9 Form
Printed Form vs. Electronic Form
 You can still use printed forms in your packets
OR
 You can send the electronic writeable PDF form via e‐mail to the new hire (important – please review the
section below on Using the Writeable Features of the I‐9 Form at Harvard).

New Required Fields
Section 1 (employee fills out)


Whether the employee fills in a printed form or does it electronically, please make sure the forms you
send over to Central Payroll have the following completed in Section 1:
o



Employee must enter N/A for Middle Name, Other Last Names, and Apt. Number if their
intention is to leave those fields blank

In the declaration of the employee relationship section, the 4th checkbox has required information has
changed. A person working at Harvard under a sponsored visa now only needs to provide one of the
following:
1.
2.
3.

Alien Registration Number/USCIS Number OR
Form I‐94 Admission Number OR
Foreign Passport

o

In the previous version of the form, checking the 4th box required the employee to provide
his/her Passport Number and Issuing Country if he/she entered the U.S.A through customs under
the visa he/she is using on the I‐9 form. This was in addition to providing the I‐94 number or
Alien Registration Number

There are two new checkboxes in the Preparer and/or Translator Certification section. These checkboxes are now
required and one must be checked for the form to be accepted by Central Payroll. If the employee fills out the
form electronically and then clicks the Click to Finish button, the form will highlight a check box is required. When
an employee submits his/her printed form or hand written form, you must check this section has one of these
boxes has been selected.

Section 2 (Harvard representative)
On the second page of the form, in addition to copying the employee last and first name, middle initial, you now
must also indicate which of the 4 checkboxes he/she checked and enter that number I the
Citizenship/Immigration Status field.

The number you fill in above comes from the Section 1 checkboxes.

Using the Writeable Features of the I‐9 Form at Harvard
Key Points/Features of the Writable Form
 Filling it electronically only works using Adobe Reader, Internet Explorer, or FireFox. It cannot be filled in
using a Chrome browser (users using Chrome get the error below).



It has built‐in help that when clicked opens an explanation box



It has built‐in error checking – validates fields filled out by the employee.
o When filling out the form electronically and the employee clicks the Click to Finish button, the form
will highlight any field that is blank or incorrect.
o In the example below, the employee validated his/her form and the validation showed a blank
field. The employee should enter N/A in the highlighted field to remove the error prior to printing.

Important Issue about the Writable Form Based on Harvard’s Process
Schools and Units can send the form to an employee, via an email to complete, but you must be aware of the
following issues:
1.

2.

To sign and date the form, the employee must print it. Because of this, it is not possible for the Harvard
representative to then continue on in the form electronically to complete Section 2. Partially completed
I‐9 Forms should not be e‐mailed to HR as they contain the person’s SSN, which is high risk confidential
information.
When a person selects one of the 4 check boxes in Section 1, it automatically populates Section 2 with
N/A values. It does this because it expects the rest of the form to be filled in electronically in Section 2.
Employee fills this in Section 1:

Section 2 populates N/A

To ensure you get a clean copy of Section 2, instruct the employee not to print the electronic copy double‐
sided. This allows you to replace the copy with a blank Section 2 (in cases where N/A populated). If the employee
does print the form double‐sided, just attached a clean page 2 that you fill out and attach it to the original I‐9
Considering these two points, here is how you should instruct the new employee to complete the form (edit text
as needed):
=============EXAMPLE INSTRUCTIONS =============================
As part of your employment, Harvard University requires you to complete your I‐9 form. You have the option of
printing this form and writing the information into the form or using the writable PDF feature of the form and
completing it in Adobe Reader, Internet Explorer or FireFox (the writable features of the form do not work in
Chrome).




You must complete all the fields in Section 1. For fields that do not apply to you (e.g., Apt. Number), you must
type or write N/A for those fields. If not sure about what to enter in the field, click the question mark in the
field for assistance (if completing electronically)
Be sure to check one of the 4 boxes in the declaration of who you are (e.g., U.S. Citizen) and the appropriate
box in the Preparer and/or Translator section.
If filling out the form electronically, click the Click to Finish button on the bottom of page 1 to validate the
form. Correct any mistakes and then click the Print button on the top of the form. Please do not print the
form double‐sided – each section of the form should be on a single page. In the printed copy, date and sign
your name in Section 1.
Please note: Your I‐9 form contains high risk confidential information (Social Security Number) and
it should not be e‐mailed to Harvard University.
 Please bring you complete I‐9 form (Section 1) and supporting documentation with you on your first day
or time designated by the HR Office.

