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Procedures for New Hire – How to 
Complete Section 1 of I-9 Form 
New Hire will receive an email from Equifax which will contain a link to the Employment Center 
(see example below). If new hire cannot find e-mail in Inbox folder, then receiving system may 
have routed e-mail to Clutter/Junk/Spam folder. New hire may check Clutter/Junk/Spam folder 
for e-mail from Equifax too. 

Email Example 

 
From: donotreply@equifax.com <donotreply@equifax.com> 
Sent: Thursday, June 6, 2019 10:05 AM 
To: Julia Johnson 
Subject: Welcome to the University of Nebraska (UNMC) 

Dear Julia, 

Welcome to the University of Nebraska Medical Center! Congratulations on your new position 
and best wishes as you launch your career with us. 

To ensure your career gets off to a great start, you must complete your Form I-9, which may be 
accessed at the Employment Center or by copying and pasting the following URL into your 
browser: https://hrx.talx.com/webmanager/LoginClientKey 

Please configure your web browser to allow Pop-ups for this site. You may need to turn your 
Pop-up Blocker off. Use the following Login ID and Password for authentication: 

Login ID: XXXXXXXX 

Password: Your 10-digit Phone Number (area code and number) 

In preparation for completing the forms, please gather your I-9 documents. 

Once logged in to Employment Center, your Form I-9 should take approximately 5-10 minutes 
to complete. Please double check the data you enter as data accuracy is essential in your 
Form I-9. 

If you have any questions or difficulty accessing the site, please contact your hiring department 
Administrator or Coordinator. 

Once again, we would like to extend a warm welcome to you as you join us!  

Sincerely, 

University of Nebraska Medical Center. 
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Procedures 
1. Click “Employment Center” link in e-mail. The Online New Hire Packet login page will 

appear. 

2. Enter Login Id - Indicated in Email 
3. Enter Password – Indicated in E-mail 
4. Click “Log In” 

5. Create and Confirm New Password 
6. Click “Change Password” 
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7. Click “Continue” 

 
8. Click “Continue” 
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Note: Even though there is no asterisk for the Middle Initial, enter N/A there if you do not have a 
Middle name. 

9. Complete the “Personal Information” Section. All required fields are marked with an 
asterisk (*). 
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10. Review information in “Signature” Section  
11. Enter your Initials - in the “Your Initials” field based in the information you entered in 

“Personal Information” Section - First Name, Middle Initial & Last Name (Family Name) 
12. Click “Continue” 

 
 

13. Select your citizenship/immigration status under the “Citizenship Attestation” Section 
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14. Select Option that applies to you under the “Prepared and/or Translator Certification” 
Section 

15. Click “Continue” 

 

16. Review information on this page in detail as information must be accurate. 
Note: University of Nebraska Medical Center (UNMC) participates in E-Verify: 

a. E-Verify is a United States Department of Homeland Security (DHS) website that allows 
businesses to determine the eligibility of their employees, both U.S. and foreign citizens, to 
work in the United States. 

b. E-Verify compares information from an employee's Employment Eligibility Verification 
Form I-9 to data from U.S. Department of Homeland Security and the Social Security 
Administration to confirm employment eligibility. The program is operated by the DHS in 
partnership with the Social Security Administration. 

 
18. Check box under “Employee Electronic Signature” Section 
19. Click “Continue”  
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20. Click “Email Receipt Code” 

 
21. Review the “Acceptable Documents” Section. Thereafter, click “Continue” 
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Congratulations! You completed Section 1 of the I-9 Form. Proceed to log out from system. 
 
Please bring your supporting document(s) to your department Administrator/PA Coordinator on 
your first day of employment. Section 2 of the Form I-9 will be completed once department 
Administrator/PA Coordinator reviews documents. 
 
Note: UNMC must complete and sign Section 2 of Form I-9 Employment Eligibility Verification, 
within 3 business days of the employee date of hire. 
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