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I-9 Training Document 

The I-9 form is to be completed as part of the onboarding process. Talent Acquisition initiates the process, 

then it is sent to the candidate for completion, finally, it is sent to the hiring manager to complete the 

following steps: 

 

Sterling Email Notifications & Login Instructions 

1.  When Talent Acquisition initiates the I-9 during the onboarding process, the hiring manager will receive 

an email like the example below from Aqua Services, Inc Candidate Portal DoNotReply@talentwise.com. 

Click “Get Started” and it will take you to the Portal Sign In page. 

 

 

2.  If you have never used Sterling, you will receive the following email with a temporary password.  Once 

you change the password, that is what you will use to log in. 
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3. Sign in with the temporary password provided in the email and then you will be prompted to change 

your password. 

 

 

 

 

4. Select “Start”.   

***If you will not be there on the start date of your new hire, you will want to select reassign before 

their start date to reassign the task to the person who will be reviewing the I-9. 
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Form I-9 Section 1  

This section includes information that the candidate has already filled out.  Review the information and 

then select “Next” at the bottom of the screen.   
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Form I-9 Section 2 

1. Prior to a new hire’s start date, Talent Acquisition sends the candidate a list of acceptable 

documentation.  Only one document is needed if they bring something from list A.  Two documents are 

needed if they use lists B and C.   

2. On Day 1, the new hire will bring you the required documentation.  You will scan an image of the 

document and save it to your computer, and upload it into the “File Upload” section near the end.   
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3. Complete the Additional Information Section. Select “no” for the COVID-19 question. 

 

 

4. Complete the Certification section with your information as the document reviewer. 
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5. Select the “I Acknowledgement” check box.  You should have saved a copy of the scanned image to 

your computer so that you can upload the document into Sterling using the Upload a file button.  Once 

completed, select “Next”. 

 

 

Form I-9 Section 3 | e-Sign Forms 

*If you receive an error contact Conroy, Erin EConroy@aquaamerica.com.  First, doublecheck that you 

filled out all required fields in the form. 
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