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Procedure:  Attaching I-9 Documents 

 I-9 documents must be scanned securely. The option for secure scanning is: 

• Using a Xerox that is mapped to a Phoenix Shared Drive.  

If you are unable to scan the documentation securely by this  method below, you must hand 
carry the documents to the Medical Center HR Office or University Human Resources in 
Healy Hall. 

1. If you are able to scan your document(s) based on the outlined requirements, once the document is 
scanned, select the Related Actions button off of the worker. 

2. From the Related Actions button, click Worker History. 

3. From Worker History, select Maintain Worker Document File. 

 

 
 

Prior to uploading the file(s) the document filename should be labeled:  Last Name, 
First Name, Form Date (mm-dd-yyyy), I-9 Docs. 
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4. On the Maintain Worker Document File page, you will see all documents that have been uploaded for 

the employee.  Click  the Add Row button next to Worker Document. 

 
 

5. Click  the Prompt button next to the Document Category. Fom the drop down, select 
Employement Eligibility (I-9 Verification Documents). 

 

6. Click  the Browse button.  Located the scanned document 



 

 

7. Once the document has been located, double click on the document. The document name will appear 
in the file field.   

 
 

8.  the Upload button. The system will date stamp the uploaded document. 
 

Click 
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