
I-9 Reminders: 

- As part of the onboarding process, hiring managers or their designee will need to complete “Section 

2” of the I-9 for new employees. 

- Through the Talent Ed. Records module, you will be able to complete the I-9 electronically. 

- All employees must have an I-9 completed by the 3rd day of work 
- The employer cannot specify which documents a new hire brings to prove employment eligibility. 

 

I-9 Procedures with Talent Ed. 

- Open the Records section of Talent Ed. by going to: https://pasco.tedk12.com/records/  
- The main page will show “My Tasks” with two tabs. “Needs attention” and “Completed”   
- On the right hand side, click “view” to finish the open task. (i.e. Sign a document, approve, etc.) 

 

- Once you’ve opened the I-9, you will first see a preview of the information the employee has filled 

out in Section 1. Click “Save Section 1” to continue.  

https://pasco.tedk12.com/records/


 

- This will bring you to section 2, for you to fill out with your information.  

 

- Continue scrolling down as you fill out the required fields.  
- Remember: The employee may present one selection from List A OR one selection from List 

B and one selection from List C. 



- All documents must be UNEXPIRED.  

- A list of acceptable documents may be found at https://www.uscis.gov/i-9-

central/acceptable-documents  

 

-  Once filled out, click submit and you will see the form has been completed.  
- Sign and submit again, once you’ve reviewed the action 

  

https://www.uscis.gov/i-9-central/acceptable-documents
https://www.uscis.gov/i-9-central/acceptable-documents


- If you have missed any required fields, the system will not let you continue.  

- In the rare circumstance that you’ve submitted the document and HR still needs more information, 

you will be notified via email for a “revision request” with notes detailing what’s needed. 

 

- Another way to access an employee’s I-9 information, is by opening the Records tab  

- Once opened you can search for the employee on the left hand side, or on the main search bar. 

 

- Once you find the employee’s name, click on it to open their records information 

- Select the I-9 Folder and click to open  



 

- Once in the folder, you can select the I-9 to sign the designated areas.  

- If you have supporting documentation, you can upload it on the other folder, titled I-9 Supporting 

Documents 

 


