
 

I-9 Anywhere Plus in I-9 HQ™​
Name Your Own Completer (NYO) 
 
 
Overview 
I-9 Anywhere Plus® allows employers the flexibility they need to complete Forms I-9 on time, regardless of 
where your employee lives. By leveraging this option, your employees will name their own Form I-9 Section 2 
completer. This allows them to meet with the named completer at a time and location that is convenient for 
them.  

 
Selecting I-9 Anywhere Plus - Name Your Own Completer (NYO) 
There are two ways to designate using the I-9 Anywhere Plus Name Your Own Completer (NYO) option for 
completing the Form I-9 Section 2: 
 

1.​ Add Employee process -  To use the Brick and Mortar Network Section 2 completion option when 
adding an employee, select the Remote I-9 verification service service tile. Then, click the Name 
Your Own Completer (NYO) radio button to select it. Finally, click the Save & Continue button.   

2.​ People drawer process - Open the People drawer and search for the employee’s name. Click the 
employee name in the results list. Select Employment, then the Form I-9 and E-Verify tab. Click the 
Assign Form I-9 button. Click the Name Your Own Completer (NYO) radio button, then click Save.  

 
Add Employee Process:​ ​ ​ People Drawer Process:​
Name Your Own Completer (NYO)  ​ ​ Assign Form I-9 to an Employee 
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Employee Experience - Designating a Form I-9 Section 2 Completer (Reviewer) 
The employee will be guided through the process of establishing their Paychex Flex login credentials and 
completing the Form I-9. After signing Section 1of the Form I-9, the employee will be prompted to designate a 
Section 2 Completer (Reviewer), where they are presented with three options:  
 

1.​ Complete Section 2 now by selecting Yes you are able to meet now with your reviewer. When the 
employee clicks Continue, they will be presented with a QR code for the reviewer to use.  

2.​ Complete the Section 2 later by selecting No you are not able to meet with your reviewer now. In 
this case, the employee knows who their reviewer will be, but they are unable to meet now. Your 
employee will enter the completer’s information and click Continue. 

3.​ If your employee hasn’t picked a reviewer yet, they can select Skip For Now. Reminder emails will be 
sent daily to complete the process of designating a reviewer.  

 

 
 
Note: If the employee selects to designate the reviewer at a later time, they will receive an email with the QR 
code and URL link so that when they do meet with their reviewer, they will be able to access the Form I-9. The 
email also displays a New Reviewer link for the employee to be able to change the designated reviewer or add 
a reviewer if they originally selected Skip For Now. 
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Reviewer (Section 2 Completer) Experience 
The individual designated as the Reviewer will act as the Form I-9 Section 2 Completer. They will also receive an 
email notifying them that the employee has named them to assist with completing the Form I-9.  
​
When the reviewer uses the provided QR code (or URL) to access the Form I-9, they will be presented with 
guided completion steps to take including an overview of the Section 2 completion process, authentication into 
the Form I-9, and instructions to get started. 

 

 
 
Important Note: 
The reviewer will need to enter the exact information provided by the employee or they will not be able to 
access the Form I-9. If the employee made an error when entering the reviewer’s details, the employee can 
leverage the New Reviewer link provided in their email to make corrections. 
 
When the reviewer has authenticated into the Form I-9, they will be guided through the Section 2 completion 
process.  
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Reviewer (Section 2 Completer) Experience (continued) 
The reviewer will select the document tile that matches the employee-presented document, enter the 
document details, and take a photo of the document using the camera of the device being used to complete 
the Form I-9 Section 2.  
 

 
 
Important Note: The reviewer will be required to attach legible digital image copies of employee-presented 
documents for every completed Form I-9. This is to ensure quality assurance, to support E-Verify cases, and to 
meet employer policies. Therefore, reviewers will need to have an internet connected device with a camera to 
participate. If your organization does not retain copies of I-9 Documentation as a standard practice, it is 
recommended that this exception is added to your standard operating procedures. 
 
After capturing document images, the Section 2 completer is presented with a page to review all entries for 
accuracy. Any edits should be made prior to signing the Form I-9 Section 2. If all data is accurate, the reviewer 
will apply their electronic signature to the Form I-9 and click the Submit button to complete the Form I-9 
Section 2. The employee and the reviewer each get an email confirmation that the process has been completed.  
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Where can I review the completed Form I-9? 
The completed Form I-9 can be accessed in I-9 HQ on the Form I-9 tab of the Employee Profile page. Click View 
Form I-9  to view or download. Admins in Paychex Flex can access the Form I-9 link to view or print the 
completed document in the Documents drawer in People. ​
 

 
 
Note: To receive notification of completed forms that require completion of additional tasks necessary, such as 
E-Verify responses needing action, set email preferences in the Settings tab of My Profile in I-9 HQ.  
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