
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to complete 
Section 3 with LPR 
 



Notes:  

When an employee has became a LPR, their I-9 will need to be updated. 

Reverification is due no later than the expiration date of their current work 

authorization.  

Once an employee becomes a LPR, the employees work authorization will no 

longer have to be monitored.  

 

 

 

 

 

 

 



 

 Pull employee up by clicking on “search for Employees”. 

 Click on “Section 3”. 

 

 

 

 

 

 

 

 



 

 Choose “visa type”.  

 Choose document presented.  

 Hit continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 Choose new immigration status, “A lawful permanent resident”.  

 Enter Alien # (Could also be listed as USCIS number).  

 Enter expiration date.  

 Enter document number; this is going to start with a SRC, LIN, MSC.  

 Hit continue. 

 

 

 

 

 



 

Example of LPR card: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 Review information. 

 Hit continue. Attach copy of LPR card 



 

 Attach a copy of the LPR card.  

 

 



 

 

 Select document from the drop down list.  

 Select image to upload.  

 Click upload, verify picture is correct. 

 Click Finished. 

 

 


