
ADDING SOCIAL 
SECURITY NUMBER 

TO A FORM I-9



Go to: To Do 
List and locate 

employee 



Adding Social Security Number

Darth Vader

Luke Skywaker

Poe Dameron

Captain Phasma

Click on employee’s the blue I-9 
Number



To Add a SSN: 
Click on the 
Amendments tab 
Click on the Add
Button

Harry Potter



Enter the employee’s 
SSN and a note –
Click on “Create 
Amendment”

Click on 
Section 1 and 

click on 
Social Security
Number Line



123-45-
6789

Go to Actions –
Click on Approve 

Section 1

Harry Potter

Sign with your 
A-number 



Click on the Details Tab

Harry Potter Harry Potter

Click on the View 
E-Verify Tab



Harry Potter

Click on the “Overview Tab”

Click on the “Re-Submit to E-Verify” and 
close the case.
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