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Compliance Matters. Make it Simple.
Supplement B (formerly Section 3) can be used to reverify an employee’s work authorization, update an

employee’s legal name or rehire a previously terminated employee. Follow the instructions below to
assist with these updates.

First search for the employee and navigate to the Employee Profile.

Q Sally purple

Welcome, Sue

Employee Profile - Sally Purple

O DETAILS B TASK HISTORY @ DOCUMENTS fa CHANGE PASSWORD F 1-9/ E-Verify

e na o

For Work Authorization Updates, you can navigate to the Employee Profile by clicking on the employee’s
name within a Work Authorization widget.

Work Authorization Due 90 Days

Name Work Auth Expires Action
Sally Purple 02/25/2024 .
Ethan Hawk 03/10/2024 .

Showing 1 to 2 of 2 rows
Show Full List
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Compliance Matters. Make it Simple.

Once on the Employee Profile page, go to the 1-9/E-Verify tab and click on Supplement B.

Employee Profile - Sally Purple sally Pu
TORY B DOCUMENTS & CH = 19/ E-Verify
View 19 -9 Information E-Verify Information
Citizenship Status Case Number
A noncitizen authorized © N/A
Work Until Date Employee Name
. NiA
+ Update Work Until Date Submicted by
Hire Date o
1723/2024 Case Status
 Revise Nib
Terminated On
O Process Case
Can Purge On
Reason for Delay
+ Supplement8 & ary & Terminate

Click Next and choose which option you need to update.

Complete Supplement B - Sally Purple

Complete Supplement B - Sally Purple

Complete Supplement B, Reverification and Rehire (formerly Section 3)

Supplement B can be used to update your Employee’s Legal Name Change, Rehire Date, or to Reverify their Work Authorization

Click Next to choose which option s need to update.

Complete Supplement B - Sally Purple
Complete Supplement B - Sally Purple

Choose which option(s) you need to update

Choose Action(s) D
Update Employee Hir

Date of Rehire @

First Name (Given Name) @ Middle Initial @ Last Name (Family Name) @

Employee's Form I-9 documentation will be examined using a DHS authorized alternative procedure @
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Compliance Matters. Make it Simple.

To Assign Supplement B to another User or Authorized Representative.

From the Complete Supplement B page, click Cancel, which will return you to the Employee’s Profile page.

Complete Supplement B - Sally Purple

Complete Supplement B - Sally Purple

Complete Supplement B, Reverification and Rehire (formerly Section 3)

m

Click on the Task History tab. The Supplement B (aka Section 3) will now be available for you to select
who will be completing the update.

Employee Profile - Ruby Reds

B TASK HISTORY

was Task Priority Status Party Responsible Assigned On Due Date Actions)

Supplement B (aka Section 3) Medium New Employer -
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Compliance Matters. Make it Simple.

Update Work Authorization

1. Toupdate an employee’s work authorization, choose Update Work Authorization and click
Next.

Complete Supplement B - Sally Purple
Complete Supplement B - Sally Purple

Choose which option(s) you need to update.

Choose Action(s)

Update Employee Hire Dat

Date of Rehire @

Update Employes

First Name (Given Name) © Middle Initial @ Last Name (Family Name) @

Update Work Authorization

Employee's Form I-9 documentation wil

ined using a DHS authorized alternative procedure @

3

/

cancel [l previous I wex |

2. Choose the document the employee is presenting to update their work authorization and click
Next.

Complete Supplement B - Sally Purple
Complete Supplement B - Sally Purple

Choose the Document presented

n be used for rev

e to the individual prese
Dacument Selection

SM Passport with Form 1-94 Certificate of Eligibility fol
tor Status (Forr

scument from the List of Acceptal cuments presented by the individual that reasonably appear on its face to be
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Compliance Matters. Make it Simple.

3. Complete the required fields and click Next.

Complete Supplement B - Sally Purple

Complete Supplement B - Sally Purple

Complete Document Information

This version contains the bearer’s photo on the front and back, name,

SCIS number, date of birth, and card

Statue of Liby

expiration d d artwark of t ront and back of the

nolographic im

uith 3 partial window on the back photo box; and data fields displayed in different

Cards may contain one of the following notations below the expiration date:
Not Valid for Reentry to US.

Valid for Reentry to U.S..* or

Serves as 1-512 Parole.

Check If document is a receipt for a replacement document that was lost, stolen, or destroyed. @

Document Title @ Document Number @
Employment Authorization Document w/ phota (Form I-766) LIN1234567896
Expiration Date (if any) @
01123/2025 ]

4. Review the information entered, check the box the certification box and sign. Click Next.

Complete Supplement B - Sally Purple

Complete Supplement B - Sally Purple

Review Information Entered and Sign

Please review the Information entered, attest and sign. If information requires updating, dick Previous to make any necessary changes

Document Title:
Emplayment Authorization Document w/ photo (Farm 1-766)

Document Number
LIN1234567896

Expiration Date
0112372025

Please review, and confirm the above information is correct and then attest and sign off below.

genuine and to relate to the individual who presented ir.

Options to sign within the signature box:
1. Mouse sign—Click on your mouse and sign using the mouse.

2. Generate—Click Gen

‘ate Signature to affix your signature

Click Clear if an error was made.

Sue Test

Ganarata Signaturs

.Emiﬁ(almn:lan!ﬂ. under penalty of perjury, that to the best of my , this empl ized to work in the United States, and if th

ployee presented ion, the doc | examined appears to be

claar

5. Click Finish, which will return you to the Employee Profile page.

©2024 GryphonHR. ALL RIGHTS RESERVED.
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Compliance Matters. Make it Simple.

Complete Supplement B - Sally Purple

Complete Supplement B - Sally Purple

Thank You

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

Thank you

6. Click on the I-9/E-Verify tab to review the Form I1-9 Supplement B.

Employee Profile - Sally Purple iministration / Employee Admin / Sally Purple

© DETALLS B TASKHISTORY B DOCUMENTS & CHANGE PASSWORD & 19/ E-Verify
view 19 19 Information E-Verify Information
Citizenship Status Case Number
A noncitizen authorized to work WA

Employee Name

Work Until Date
1 5 WA

ate Work Until Date Submitted by

Hire Date e
112312024 Case Status
+ Revise WA

Q view 19

Terminated On
A

08 Pracess Case
Can Purge On

NIA
Reason for Delay
Mo delay specified

+ Update Reason Delay

+ Supplement B & Temporary EXT & Terminate
Supplement B, USCIS
Reverification and Rehire (formerly Section 3) Form 19
Supplement B
Department of Homeland Security OMB No. 1615-0047
U.5. Citizenship and Immigration Services Expires 08/31/2026

| ast Mame (Fa

MName) from Section 1. First Name (G

Purple Sally

Mame) from Section 1. Micidle initial (if any) from Section 1.

Instructions: This supplement replaces Section 3 on the previous version of Form 1.8, Only use this page if your employee requires
reverification, is rehired within three years of the date the original Form |-8 was completed, or provides proof of a legal name change. Enter
the employee's name in the fields above. Use a new section for each reverification or rehire. Review the Form -8 instructions before
completing this page. Keep this page as part of the employee’s Form 1-8 record. Additional guidance can be found in th

Handbook for Employers: Guidance for Completing Form 1-8 {M-274)

Date of Rehire (7 appicatie)  [New Name (I spplicadie)

Date (mm/dddyyy) Last Name [Family Name) First Name [Given Name) Middle Initizd

R fication: If the employ Ll ravenfication, your employse can choose to prasent any acceptabla List A or List C documentation to show
continued employment authorization. Enter the document information in the spaces below.

Document Titke Document Mumber (if any) Expiration Dale (if any) (mmidd/yyyy)
Employment Authorization Document w/ phot{LIN1234567886 01/23/2025

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the
employee presented documentation, the decumentation | examined appears to be genulne and to relate to the Individual who presented It

MName of Employer or Authorized Reprasentative Skgnature of Employer or Authonzed Represantative Today's Date (mmaddyyyy)

Sue Test e Tt 01/23/2024

Signad on 1232024 a1 41801 PV Sig 1 7 I0ETa00- 51734133008 1-R0C041 7781

Additicnal Infarmation {Inial and dals each nolation ) Chack hare Hunn e an
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Compliance Matters. Make it Simple.

Rehire

1. To rehire an employee, click on the I-9/E-Verify tab and click Un-Terminate.

Employee Profile - Paul McCartney fome / Administration / Emplo min / Paul McCart
© DETAILS @ TASK HISTORY & DOCUMENTS & CHANGE PA = 19/ E-Verify
View I-9 1-9 Information E-Verify Information

Citizenship Status
Acitizen of the United States
Work Until Date Employee Name
NIA Paul McCartney
Hire Date Submitted by
Sue Test

SaReiS Case Status
Terminated On The case is being reviewed by DHS

Q view -9 1 .

Can Purge On List A/B Document
Reason for Delay Document Number
No delay specified. 2586526

+ Supplement B & Ter ary EXT @ Un-Terminate Expiration Date

2027063
&2 Process Case

Click Yes-Continue to confirm that you want to un-terminate this employee.

Un-terminate Employee
Do you want to unterminate this employee?

Yes - Continue No - Cancel

2. From the I-9/E-Verify tab, click Supplement B and choose Update Employee Hire Date, enter
the Date of Rehire and click Next.

Complete Supplement B - Paul McCartney

Complete Supplement B - Paul McCartney

Choose which option(s) you need to update.

Update Employee Hire Date

Date of Rehire @

01/28/2024 &

\_I Update Employee's Legal Name

First Name (Given Name) @ Middle Initial @ Last Name (Family Name) @
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Compliance Matters. Make it Simple.

3. Review the information entered, check the box the certification box and sign. Click Next.

Complete Supplement B - Paul McCartney

Complete Supplement B - Paul McCartney

Review Information Entered and Sign

Please review the Information entered, attest and sign. If information requires updating, ¢

Rehire Date

- Certification: | attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the employee presented documentation, the dacumentation | examined appears to be

genuine and to relate to the individual wha presented it,

15 to sign within the signat
& sign—Click or
ck

Sue Teot

m

4. Click Finish, which will return you to the Employee Profile page.

Complete Supplement B - Paul McCartney

Complete Supplement B - Paul McCartney

Thank You

Supplement B of the Form 1-9 is now complete. Thank you for participatir

£ 3 3

5. Click on the I1-9/E-Verify tab to review the Form I1-9 Supplement B.
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Compliance Matters. Make it Simple.

Employee Profile - Paul McCartney

Paul M|

O DETAILS @ TASK HISTORY W DOCUMENTS I -9/ E-Verify
View -9 1-9 Information E-Verify Information
Citizenship Statu: Case Numb
Work Until Date Employee Name
Hire Date Submitted by
1 4 Sue Test
e Case Status
Terminated On The ase wediby Ok
Q view 19 A
Can Purge On List A/B Document
Reason for Delay Document Number
No de 58652¢
 Supplement B &5 Tem y EXT & Terminate E!p{mwn Date
€ Process Case
Supplement B, USCIS
Reverification and Rehire (formerly Section 3) _Form1-9
Supplement B
Department of Homeland Security OMB No. 1615-0047
U.S. Citizenship and Tmmigration Services Expires 08/31/2026

Last Mame (Famay Name) from Section 1. First Name (Gneen Maime) from Section 1. Middle imibal (if any ) from Section 1.

McCartnay Paul

Instructions: This supplement replaces Section 3 on the previous verslon of Form |-9. Only use this page If your employee requires
reverification, is rehired within three years of the date the original Form 1-9 was completed, or prevides preof of a legal name change. Enter
the employee’'s name in the fields above. Use a new section for each reverification or rehire. Review the Form I-8 instructions before
completing this page. Keep this page as part of the employee's Form -9 record. Additional guidance can be found in th:l

Handbeook for Employers: Guidance for Completing Form 1-8 {M-274)

| Date of Rehire [ appheanie) | Mew Mame [if spphcadie)
Carle: frnimidfadryyh Last Mame [Fs
01/28/2024

Reverificafion: If the employee requires reverification, your employee can cheose to present any acceptable List A or List C documentation to show
continuad employmant authorizatbion. Enter tha document infermation in the spaces balow.

Document Title Document Nurmiber (if any) Expiraticn Date (i any) (mmiddisyyy)

hily Name) First Mame [Given Name) Middle Initia

| attest, under penalty of perjury, that to the best of my knowledge, this employee Is authorized to work In the United States, and If the
employee presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presented it.

Mame of Employer or Authorized Representatve Sgnature of Emplover or Authonzed Representalive Today's Dale mmdddyyy
Sue Test S e 01/23/2024
Signed on 1232024 a1 4 43:28 PM. Sip I 2AAE4T0-51ce-4011-AAF1 -1 10ATS 18

Additienal Information {Initial and date each notation.)

Check here if you used an

Name Change

1. Toupdate an employee’s legal name, click on the I-9/E-Verify tab.
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Compliance Matters. Make it Simple.

Employee Profile - Rhonda Daniel _y i Rhonda DY

© DETA B TASK Y = DOCL T B CHANGE PAS = 19/ E-verify

View I-9 119 Information E-Verify Information

Citizenship Status Case Number
A t sthorized to work A

Work Until Date Employee Name
202 N
Hire / Rehire Date Submitted by
, NIA
Terminated On Case Status

NiA
Can Purge On
8 Process Case

Reason for Delay
delay specified.

+ Update R

+ SupplementB & Terminate

2. From the I-9/E-Verify tab, click Supplement B and choose Update Employee’s Legal Name,
enter the updated name, and click Next.

Complete Supplement B - Rhonda Daniel

Complete Supplement B - Rhonda Daniel

e ¥  Choose which option(s) you need to update

Date of Rehire @

Update Employee's Legal Name

First Name (Given Name) @ Middte Initial @ Last Name (Family Name) @

Employee's Form I-9 documentation will be examined using a DHS authorized alternative procedure @ /

3. Review the information entered, check the box the certification box and sign. Click Next.
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Compliance Matters. Make it Simple.

Complete Supplement B - Rhonda Daniel

Complete Supplement B - Rhonda Daniel

.
Review Information Entered and Sign

Choose Action(s) Please review the Infarmation entered, attest and sign. If information requires updating, click Previous to make any necessary changes.

Legal First Name
Legal Middle Initial

Legal Last Name

Jones

Please review, and confirm the above information is correct and then attest and sign off below.

(emﬂmum:l attest, under penalty of perjury, that to the best of my this i in the and if the empl d ion, the on | examined appears to be
genuine and to relate to the individual who presented it.

Options to sign within the signature box
1. Moust

ign—Click on your mouse and s

2. Generate—Click

using the mouse.

ate Signatureto affix your signature

Click Clear if an error was made.

Sue Teot

Ganarate Signarurs fam

4. Click Finish, which will return you to the Employee Profile page.

Complete Supplement B - Rhonda Daniel

Complete Supplement B - Rhonda Daniel

_ Thank You

5. Click on the 1-9/E-Verify tab to review the Form |-9 Supplement B.
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Compliance Matters. Make it Simple.

Department of Homeland Security
LS. Citizenship and Immigration Services
e ]

OMB No. 16150047
Expires 08/31/2026

Last Name (Famiy Name) Trom Section 1,

Daniel

First Mame (iGiven Name) ipm Saction 1.

Rhanda

Wil initial {if any ) from Section 1,

Instructions; This supplement replaces Section 3 on the previous version of Form 1-9. Only use this page if your employee requires
reverification, is rehired within three years of the date the original Form |-8 was completed, or provides proof of a legal name change. Enter
the employee's name in the fields above. Use a new section for each reverification or rehire. Review the Form I-9 instructions before
completing this page. Keep this page as part of the employee’s Form |-8 record. Additional guidance can be found in th

Handhook for Employers: Guidance for Complating Farm 1-8 {M-274)

[ Date of Renire (i appicanie) [Wew Mame (i spplicatie]

Diate (MM yyy) Last Mame [Famity Name)

Jones

First Name [Gven Name)

Reverification: If the employes requires reverficabon, your smployae can choosa o present any acceptabla List & or List © documentation to show
confinued employment authorization. Enter the document information in the spaces below.

Middle Initiz

Docurment Title

Document Number (if any)

Expirabion Date (f any) {mim/dds

employee presented documentation, the decumental

Mame of Employer or Authorized Reprezentative

Sue Test

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the
tion | examined appears to be genuine and to relate to the individual who presented it.

Signature of Emplover or Authorzed Representative
=

Additicnal Infarmation (Inilal and dala each nolation )

Sgrad on TZE024 314 58506 PV Sg I 4 Se0atBllca 404% 2130040 en e

Today's Date (mmiddyyy)

0112312024

Check here i you used an

Employee Profile - Rhonda Daniel ministr min / Rhonda Daniel
© DETAILS B TASK HISTORY @ DOCUMENTS & CHANGE PASSWORD = FS[EVQI‘IW
View |-9 1-9 Information E-Verify Information
Citizenship Status Case Number
" = al & noncitizen authorized to work WA
= Work unt Dote Euples nama
Hire / Rehire Date Submitted by
P WA
= Terminated On Case Status
/A N/A
Q view 9 Can Purge On
95 Process Case
Reason for Delay
+ Update Reason Delay
+ SupplementB @ Terminate
19 Notes
showi 2 v arch: Ad -
Note Type Title Notes Last Modified Modified By Action
Supplement B, USCIS
: : 5 . ; Form 1-9
Reverification and Rehire (formerly Section 3) .
Supplement B
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