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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.  

 

 

 

 

For Work Authorization Updates, you can navigate to the Employee Profile by clicking on the employee’s 

name within a Work Authorization widget. 
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Once on the Employee Profile page, go to the I-9/E-Verify tab and click on Supplement B. 

 

Click Next and choose which option you need to update. 
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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. 

 

 

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.   
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Update Work Authorization 

1. To update an employee’s work authorization, choose Update Work Authorization and click 

Next. 

 

 

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

Next. 
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3. Complete the required fields and click Next. 

 

 

 

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

 

5. Click Finish, which will return you to the Employee Profile page. 
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6. Click on the I-9/E-Verify tab to review the Form I-9 Supplement B. 
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Rehire 
 

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

 

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

 

 

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

 

 

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

 

 

 

 

 

 

 

 

5. Click on the I-9/E-Verify tab to review the Form I-9 Supplement B. 
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Name Change 

1. To update an employee’s legal name, click on the I-9/E-Verify tab. 
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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. 

 

 

 

 

 

 

 

3. Review the information entered, check the box the certification box and sign. Click Next. 
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4. Click Finish, which will return you to the Employee Profile page. 

 

 

 

 

 

 

 

 

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