
To complete Section 1 remotely, the candidate will follow the link provided in the email 
triggered by the queue request. 

 

 

Upon following the link, the candidate will be shown the electronic signature notification. 

 



The next screen contains the consents to electronic signature. 

 

The candidate will check the boxes, enter the PII required, enter their name for the 
signature, and choose a font from the dropdown.  Once completed, they will confirm the 
signature (checkbox) and agree to the terms (checkbox).  Now they will hit the blue “I 
Accept” button. They will not be able to submit the form until all these steps have been 
completed. 



 

Once this has been completed, the “Submit” button will be blue.  They will click it to move 
to the next screen. 



 

In Section 1, the candidate will enter their information.  Any field in red is required, but we 
recommend they enter as much information as possible.  If they have a middle name, they 
are required to enter the middle initial, per E-Verify’s guidelines. 

 



At the bottom of the screen, they will choose the appropriate citizenship type.  The system 
will prompt the candidate to enter any pertinent information (example: if they choose An 
alien authorized to work, more fields will expand).  They will now hit  “Submit”. 

 

The next screen allows the candidate to review the information entered thus far (in the 
yellow box).  If this all looks correct, they will continue to the attestation checkboxes and 
signature fields. 



 

Just like on the previous signature page, the candidate will be required to enter all the 
information, enter a signature and choose a style, confirm and agree to the terms.  Once 
again, they will hit “I Accept” and “Submit” will then become available. 



 

Click “Submit” to move forward. 

 

The next screen confirms that Section 1 is complete and provides links to the signed 
attestations.  Click “continue”.  



 

If the checkbox to prompt the candidate to upload Section 2 documents was checked 
when the invite was sent, the next screen will prompt the candidate to upload the 
appropriate documentation.  Please note – the candidate may still move forward and 
submit Section 1 without uploading documents, but they will first be prompted.  They will 
choose the appropriate dropdown from the document list, select the issuing authority, and 
enter the document number and expiration date (if available).  Once this information is 
entered, an upload button will appear underneath the list.  The candidate will click “choose 
file”, upload the photo/scan/document from their device, then hit “Yes – Save”. 

 


