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Frequently Asked Questions

What is the Form 1-9?

The Form I-9 is used to verify the identity and employment authorization of individuals hired for
employment in the United States. All U.S. employers must properly complete a Form I-9 for each
individual they hire for employment in the United States

Who can complete Section 2 or Supplement B (formerly Section 3) of the Form 1-9?

An employer or an employer may designate an authorized representative to assist in the completion of
Section 2 or Supplement B (formerly Section 3) of the Form 1-9. An authorized representative must
physically examine the documentation presented by the employee and sign form on behalf of the
employer.

What documents does an employee provide for Section 2 or Supplement B (formerly Section 3) of the
Form |-9?

An employee can provide any documentation from the Lists of Acceptable Documents. Only the
employee can determine what documents to provide.

When does Section 2 of the Form I-9 need to be completed by?

Employers or an authorized representative must complete and sign Section 2 of Form 1-9 within 3
business days of the date of hire of their employee (the hire date means the first day of work for pay).
The Section 2 of the Form 1-9 can be completed up to a year in advance of the employee’s hire date.

e https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-2-employer-
review-and-attestation

When does Supplement B (formerly Section 3) of the Form I-9 need to be completed by?

e https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-
reverification-and-rehires
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To Begin the Process

You will receive 2 emails:

1. The first email will contain the URL and your Username, to assist with logging into the system.

GryphonHR: You've been assigned a task.

Dear Mary Poppins,

You have been assigned, or requested to complete the following task on behalf of Sabina Ness as part of his/her employment requirements.

Section 2- Form I-9

If this task requires the employee to meet with you directly, they will be reaching out to coordinate a time and place to meet.

To access the portal to complete this task, please go the following URL: https://stage-agent.gryphonhr.com/hds

Your User Name is: jamieb+mary@gryphonhr.com

You should have received an initial password for this account in a separate email. If not, you may go to the above URL and request a password reset.

Thank you!

Please do not reply to this e-mail.

® | €5 Reply | % ReplyAll | —> Forward [~ AR

donotreply@gryphonhr.com
To jamieb+mary@gryphonhr.com Wed 2/21/2024 9:58 AM

2. The second email will contain your temporary password.

GryphonHR: External Account Credentials for Mary Poppins
&) ReplyAll | —> Forward

donotreply@gryphonhr.com @ | © Reply
To jamieb+mary@gryphonhr.com Wed 2/21/2
Dear Mary Poppins,
Your temporary password for GryphonHR is GHR1agt$ and is valid for your initial login, after which you will then be required to create a new one.
To access your account
+ Goto https://stage-agent.gryphonhr.com/hds
« Enteryour username (provided in an earlier email) and password
+ Click the Login button
Should you need assistance about the process of using our GryphonHR, please contact your HR administrator.

Thank you!

Please do not reply to this e-mail.

G ..

024 9:58 AM
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3. Click on the URL provided in the email and enter your Username and Password.

SIGN IN TO YOUR ACCOUNT

4. You will be prompted to change your password.

A PASSWORD CHANGE IS REQUIRED

5. Click on Your Profile to view your information and complete any necessary updates.

Tasks to Complete Your Profile

Be sure to click on Apply Changes, if any updates are made.
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6. Click on Tasks to Complete to view your assigned tasks.

Your Profile

7. Click on the task to begin the process.

Tasks to Complete

[ Section2- Form 19 - Sabina Ness /

Completing Section 2

With the employee present, allow the employee to present a document(s) from the Lists of Acceptable
Documents. Do not advise the employee on what they can provide. Present the list if the employee has

any questions regarding documents.

1. Review the Introduction page and click Next.

ection 2 - Form 1-9 - Sabina Ness

Introduction

Sr

Using the Alternative Procedure

In some cases, employers may allow for the use to the DHS alternative procedure to complete
Section 2 via video meeting. If this is selected, enter the date the video call is taking place. Do

NOT choose this if the employee is present.

tion 2 - Form 1-9 - Sabina Nes:

EEE ...

9 documentation will ba examined using a DHS autharized alternative procedure @

[
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2. Document Selection—choose the document the employee is presenting and click Next. If you
are unable to choose the document, ask the employee to confirm their citizenship, as the
document choices coincide with the citizenship chosen in Section 1 by the employee.

S Pt US PusspartCard

H-J

3. Document Upload--If the employee uploaded their document(s) in Section 1, a pop-up will
appear advising you to review what was previously uploaded. Read the pop-up and click Close.
Click Next to continue.
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If you choose a document other than what the employee previously uploaded, you will be asked
to upload a copy of the document(s) being presented or take a photo. You may also choose to
Upload Later. Note: Photos taken on any device are not saved on the device. Click Next to

continue.

Document Irr Upload

Tak

Take a photo of the document

oR
ﬁ

pload an image of the document

e a photo of the back of document

ol
ﬁ

Upload an image of the back of
document

4. Document Completion—On the document completion page, complete all the required fields for

each document by entering the information exactly as it appears on the employee’s

document(s). Click Next to continue.

Document Completion

Check if document is a recelpt for a replacement document that was lost, stolen, or destroyed. @

©2024 GryphonHR. ALL RIGHTS RESERVED.
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5. Document Information Review—On the document information review page, review all the
information entered, if corrections are necessary click Previous to return to the prior page and
make the necessary corrections. If the information is correct, click Next to continue.

Section 2 - Form 1-3 - Sabina Ness

Document Information Review

_—
Dacument Infarm Himvew Booumest Member

Expiration Date
0072025

Documant Uplossed

captreivg

Document Name
Sortal Security Account Number Card (Urvesiricted)

Issuing Authority
Soctal Security

Document Number
52432433

Expiration Date
WA

Document Uplosded
WA

/
]

6. Certification—click the Certification box and sign. You may sign using a mouse to sign or click on

Generate Signature to electronically sign.

s Date
22172008 129000 a4

P Ny e ———
My P

il of Employer o Authesized Rapresartatie.
Auithortzed Roprasartsivg or Company
Employerk Business or Organization Nae
Hagpy Dy

[ S————
23 stree Trog M 25083

o appears o be gem wlopes nammed, and (3) o the b

7. Thank You—click Finish to end the process.

i

TAAAR |
Y

ﬂﬂ‘
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8. You will be redirected back to the Tasks to Complete page, if you have completed all your task
click off the browser.

Tasks to Complete

Nothing! All your tasks have been completed.

Completing Supplement B (formerly Section 3) or Revise Section 2

You may be asked to complete other tasks, such as complete Supplement B (formerly Section 3) work
authorization or complete a revision of information previously entered in Section 2.

When these tasks are assigned to you, follow the prompts to complete the process.

1. Loginto your profile to view the Tasks to Complete.

&%

Your Profile

Tasks to Complete

2. You will see the list of tasks to complete, if applicable, and the employee for each task. Note: If
you are a representative that is chosen to complete multiple tasks for different employees, be
sure to choose the right employee when completing the task with the employee.

Tasks to Complete

[ Revise Section 2 - Sabina Ness

[ Supplement B (ska Section 3) - Sabina Ness

Completing Revise Section 2

1. For the Revise Section 2 task, read the Introduction page and click Next.

Revise Section 2 - Sabina Ness

Introduction

©2024 GryphonHR. ALL RIGHTS RESERVED.
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2. Document Selection—the document previously chosen will already be selected, as this is
information that was previously entered. Click Next.

List A: Documents that estabiish both klentity and employment authorization

é

3. Document Completion—the previously entered information will be populated in the fields,
review the information and make any necessary corrections. Click Next.

4. Document Information Review—review the updated information and click Next.

Document Information Review
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5. Certification—check the Certification box and sign. Click Next.

v s el 6e, 2] 1 A58 et S5 EATS 5 5 S Snc ¥ TS 514 6oy namad, e (1) 15 the bt o my

a0, he ampicyes 3 et wosk 1 the U eates

MMA

6. Thank you--click Finish to end the process.

Revise Section 2 - Alaina SAT-A

Thank you for participating n the o

Completing Supplement B (formerly Section 3)

1. For the Supplement B task, read the Introduction page and click Next.

‘Complete Supplement - Sabina tess

e
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2. Choose Action—choose the action you will be taking. Note: This will primarily be Update Work
Authorization as this is when the employee will need to be present.

Complete Supplement B - Alaina SAT-A

Chaose which option(s) you need to update.
Update Emplayee Hire Dat
Data of Rohire @

First Name (Givan Name) ©

Empleyes's Form 1-9 documantation will be sxamined using a DHS suthorized shemative procsdurs @

Widdic Initial @

Last Name (Family Name) @

m I‘n?\'mu; Next

3. Document Selection—choose the document the employee is presenting and click Next.

Complete Supplement B - Alaina SAT-A

Choose the Document presented

Employment Authorization Document wi photo (Fom 766)

SIS USESE SN  Errplojment Authorizaion Document w/ photo gn Passp
(Fom -766) (Form -24)

Social Secusy Account Number Card Employment austhonization docurment issued by
{Urvestricted) e DHS

Anval / Depert

4. Complete Document Information--complete all the required fields for each document by
entering the information exactly as it appears on the employee’s document(s). Click Next to

continue.

Complete Supplement B - Alaina SAT-A

Complete Document Information

places than on previous versior
Document Details
Cards may contain one of the following notation: w the expiration date

Check if document is a receipt for a replacement document that was lost

Document Title @

Expiration Date (if any) ©

stolen,

or destroyed. ©

|3

Document Number @

&
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5. Certification—check the Certification box and sign. Click Next.

Complete Supplement 8 - Alaina SAT-A

N ..o
Details
:

Document Title
Doctment Employmant Authorization Document w/ photo (Form 1 766)

Document Number
LINI234567896

Expiration Date
0272172025

d g0 off beiow

5 authorized 1o work In the United States, and if

Options 1o sign within the signature box.
1. Mot

sign-Click on your mouse and sign u

2. Generate—Click Generate Signatare 1o afix

Click Clear If an error was made.

Germca ipanen

1 examined appears to b genuine and 10 relate to the Indridual who presented it

ﬂﬂé

6. Thank you--click Finish to end the process.

Complete Supplement B - Alaina SAT-A

Thank You

Choose Action(s) Supplement B of the Form 1-9 is now complete. Thank you for participating in the completion of the Form 19

Document Selection

Document Details

i
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