
Certiphi I-9
Step-by-Step



Welcome to ApplicationStation



ApplicationStation



Read and accept rules



Create Account



Verify Account – you will receive an 8-digit code from the 
account set up to authenticate your account



Enter the Verification Code from your email within 
30 minutes



Your account has been verified – Log In 
using your Username and Password



Entering Your I-9



ApplicationStation Code = CarolinasI9
The code is case sensitive



Customer Service 1-888-291-1369 x2006



I-9 Form



If you log out and log back in you will be asked a security question. Once 
you answer the security question you will land on the My Forms page

Navigation Notes



• If your form is In Progress, click Continue 
• If you have not started the I-9 form, click + Add New Form
• You will be asked for an ApplicationStation Code: enter CarolinasI9 to 

begin the new form. The code is case sensitive.

More Navigation Notes



Completing Your I-9



Review Summary – Once you have completed the 
form you will be asked to review the summary to 

make sure all information is correct



Review Summary



Submit Your I-9



Confirmation



Acceptable Documents



You will be required to submit certain documents 
when completing the I-9 with Atrium Health



1-888-291-1369
x2006

Customer Service


