
Instructions for Completing Your Electronic I-9 

Log on to 
www.newi9.com. You 
will be directed to the 
main screen where 
you will type in 
Longwood’s Employer 
code – 18071 

- Once you get to this
screen, type "Farmville"
for the location.

- Select "LU Student
Workers" the correct
employee location and
then click “continue”.

* DO NOT select "LU Employees". 
This is for Longwood employees and 
you will have to redo your electronic 
I-9.
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- Put in the date you are
supposed to start work. If you
do not know the date, put in
the date you are completing
the I-9.

- Input all of the required
information, checking to
make sure it is correct.
Once done, click
“continue”. You will receive
a code upon completion of
Section 1. Once you have
the code, you may close out
of your browser.



Instructions for Completing Your Electronic I-9 

- Select "Guided
Walkthrough".

- If you were born in the US, select “A 
Citizen of the United States.

- If you were born in a foreign 
country, select the last option “An 
Alien Authorized to work until”.

∗ If you selected “An Alien Authorized 
to work until”, a box will pop up.

• Expiration date is listed on 
your F-1

• Under Alien Authorized 
Document: Select from the 
drop down “Form I-94 
Admission Number”.

• Document number is listed 
on I-94.

- Select "Continue" to go to the next 
page.
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- Just hit continue at the bottom
of the page if you did not use a
translator or preparer.

- A page will load with your
information on it. Scroll to the
bottom and select "Use the
information I provided to fill
my form I-9" so your
information will be inserted into
the form.
- Select "Sign" to sign the form
electronically and hit "Finish
and Submit".

** Please remember this is a two step process and you will need to present your original I-9s  
(we can not accept copies) to student employment in Brock Hall, Suite 202A before we can 
process and approve you for employment. Below is a list of acceptable I9 documentations.  
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