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From the managers Task List: 1.

3.

2. Once you click into the task, you will see “Review Form I-9” at the top. 

The team member MUST BE PRESENT to complete this step.
Go through the task with your employee and complete the required sections.

Section 1 should already be completed but verify that all information populated and
appears accurate. If anything needs updated, click “Send Back” and have the employee
login to Workday and make the necessary updates.
Section 2 should be completed by the manager with the employee present and physical
documents in hand. Use the information below for completing Section 2.

List A Document will act as both documents:
Document to use is: US Passport or US Passport Card

Team members must complete the I-9 Verification within 3 days of their start date as part of
the onboarding process. The team member will receive a task in onboarding called “Complete
Form I-9”. Once the team member has completed their portion the manager will receive a
task called “Complete Form I-9”. Follow these steps.
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Issuing Authority will automatically populate: US Department of the State

Document Number will be Passport or Passport Card number

Expiration Date must be entered. *Passports and Passport Cards are good for 10 years

If not using a Passport or Passport Card then a pairing from List B and List C will be used:
List B Documents most used are highlighted:
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SELECT Issuing Authority for Drivers and State ID Cards: This will be the State that issued the
document

ENTER Issuing Authority for School ID Cards: This will be the School that issued the document

Drivers License and State Issued ID Cards will have an Expiration Date. 
*School IDs will not have an Expiration Date

List C Documents most used are highlighted:
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Social Security Card: The Issuing Authority auto populates

Certified U.S. Birth Certificate: Issuing Authority will be the State the birth occurred in

For Social Security Card: Document Number will be SSN
For Certified US Birth Certificate: Document Number will be Birth Certificate Document Number

*Social Security Cards and Birth Certificates do not have Expiration Dates 
This field does not have to be filled out if there is no Expiration Date
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If a copy of any Original Document is being used: Check this Box:

Once the documents have been entered, type in the first date of employment under the
document section. This needs to match the first day they worked a shift. 

Proceed to “Signature of Employer of Authorized Representative”.
Click “I Agree”1.
Enter your title if not pre populated2.
Enter Last Name, First Name is not pre populated3.
Employer’s Business or Organization Name: Rally House4.
Employer's Business or Organization Address: 9750 Quivira Rd Lenexa, KS 662155.

Please note: if I-9’s are not completed within 3 days of hire, you will need to enter and
overdue reason at the bottom of the task.
Once the task is completed, click Approve.

4.

5.


