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State ID does not have an expiry date  
Question My new employee presented a State issued ID that does not have an expiry date.  In section 

2, an expiry date is mandatory. 
Answer In section 2, there are two different document choices for a State Issued ID.  Select the one 

entitled “ID Card Issued by Federal, State, Possession or Local Government with Photo.”   
 
This document will give you an option to check a “no expiry date” box on the next screen. 
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Pending I-9 does not have an Employment Date 
Question Some of my pending I-9s do not have a date of hire. 
Answer When there is no Employment date on the I-9, it is impossible to identify and track 

completion of section 2 within 3 days of hire.   
To view any I-9 your agency may have in such a case, go to the I-9 Management Dashboard 
and click on the “pending” link. 
 
 
 
 
 
 
 
 
 
 
 
 
The list of future hires who have completed section will appear (you will only see your 
agency’s information).  There should be an “Employment” date for every individual on that 
list.  Section 2 of the I-9 must be completed 3 days after the employment date at the latest. 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the name of an individual who does not have a date in the “Employment” field. 
Click on “Review/change Section 1 Information.” 
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 Enter the new hire’s first day of work here: 

 
 
 
Click on “Continue” and log out of the case.  The hire date will now appear in the 
Employment field. 
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Need to Keep New Hire Packet But I-9 Is Not Needed 
Question An individual filled out a new hire packet but it turns out that the I-9 was not needed.  How 

do I remove it from the Pending case? 
Answer Any I-9 that is not completed after 60 days from the date of employment is automatically 

purged. 
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