
 
 

Guardian Edits and Amendments 
Editing an I-9 - Prior to Final I-9 Approval 
Forms I-9 in Guardian require Completion and then a final Approval. Before the approval stage, 
Section 1 can be edited by the employee, and Section 2 should be edited by the original Section 2 
verifier. After final Approval, to correct an I-9, an Amendment must be created and approved. 
 
Section 1 Edit (In Person method) 

1.​ Access the Employee’s I-9 Record. From the I-9 Record, access the Details tab. 
2.​ Click on the View Section 1 link. (You may need to click the side bar View tab on the left and 

select Expand All Panels). 
3.​ In the upper right corner, click the Edit Section 1 link. This will unlock Section 1 and remove 

the original signature and signed date.​
(If the Edit Section 1 link doesn’t appear, this likely means that the I-9 is already approved. To 
have the I-9 corrected, proceed to the Amendments Section of this guide.) 

4.​ An alert will appear stating “You are about to erase the Section 1 signature, allowing the 
employee to make changes and re-sign the form. Do you wish to Continue?”. 
​

​
 

5.​ Clicking Continue will allow the employee to edit their Section 1, but will also add a new 
signed date documented on the Form I-9 once they make the edit. Click Continue to 
proceed. If the edit is completed after their first day of work, this may result in a late ​
Section 1 signed date. 

6.​ After clicking Continue, if the workflow is in-person, a “Launch Employee Workflow” button 
will appear. This will require you handing your device to the employee to make the edit and 
resubmit their E-signature. 
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Section 1 Edit (Remote method) 
1.​ Repeat Steps 1-5 above. 
2.​ When the “Launch Employee Workflow” screen appears, click the Go Back button, return to 

the Dashboard, or close the page. (Do not click the Launch Employee Workflow button.) 
3.​ Instruct the employee to click on the original link they received, answer the security 

questions, make the edit(s) and re-esign Section 1. 
Note: If the employee’s link expired or they aren’t able to locate the original link, access the 
Employee Record, Login Info tab, and click ‘Generate New Link’ button. 

4.​ The next screen will be an email page that can be sent to the employee with the new link to 
access. Click the Send E-Mail button. 

 
Section 2 Edits 

1.​ From the I-9 Record, access the Details tab. 
2.​ Click on the View Section 2 link. (You may need to click the side bar View tab on the left and 

select Expand All Panels). 
3.​ In the upper right corner, click the Edit Section 2 link.​

(If the Edit Section 2 link doesn’t appear, this likely means that the I-9 is already approved. To 
have the I-9 corrected, proceed to the Amendments Section of this guide.) 

4.​ An alert will appear stating “You are about to erase the Section 2 signature, allowing the 
document verifier to make changes and re-sign the form. Do you wish to Continue?”. 
​

​
 

5.​ Clicking Continue will allow the original verifier to edit Section 2. 
Note: Any edits to Section 2 are recommended to be completed by the original verifier, as once 
the edit is completed, a new signature and date will be date stamped to Section 2. The signer on 
Section 2 confirms they were indeed the individual who verified the documents for Section 2 when 
presented by the employee. 

6.​ Click Continue to proceed.​
 

This process will also add a new signed date documented on the Form I-9. If the edit is completed 
after the three days from the employee’s first day of work, this may result in a late Section 2​
signed date. 
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Amendments 
1.​ On the I-9 Record, click the Amendments tab, click the Add button. 

 
 
 
 
 
 
 
 
On the next screen: 

1.​ First, click the desired Section to amend (Section 1 or Section 2 on the left column) 
2.​ Next, select the Field to Amend (on the right column) to be amended 
3.​ Finally, click Edit Field. Once the items are selected, they will turn blue as shown below. 

 

​
 

2.​ The screens below show the Section 1 and Section 2 fields chosen for the Amendment.​
Click Create Amendment or Create Amendment and Add Another.​
​

​
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3.​ Choose the Amendment alert method to the employee, either in-person or via email.​
Click the caret symbol on Actions 

 
 

 
 
 
 
 
 
 
 
 
Section 1 Amendments (Employee): 

1.​ The email will include a link, once clicked, the employee will answer the security questions. 
2.​ A notification will appear, allowing the employee to enter the correct information in the 

corresponding fields. The employee may need to click the Check Issues button for the screen​
to refresh. 
​

​
 

3.​ The employee will click the checkbox next to the amended item(s), read the information and 
then click the I Accept checkbox. 
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4.​ The employee will then choose a memorable answer to a question of their choosing and will 
click the Electronically Sign button. 

​

​
 

5.​ The employee will receive a confirmation. 
​
 

 

 
 

5 



Section 2 Amendment (System User): 
1.​ If a Section 2 Amendment has been created, it can be approved after any Section 1 

amendments have been approved by the employee. 
​

 ​
 

2.​ Click the Approve Non Section 1 Amendments. 
3.​ A warning will appear. To approve the amendment,​

enter your Guardian password, SSO ID or​
credential used to login to the system. Click​
Submit and Go Back. (Or, you can click the Cancel​
button if this amendment requires changes or is​
not yet ready to approve.)​
​
 
 

4.​ When viewing the Form I-9, the red strike-out, correction, individual’s initials and date of 
approval will be visible. Before any Amendments are approved, the ‘initials’​
will only show “??” until approved. Note: Amendments will show on the I-9 as shown. Edits will 
not be visible on the I-9 when viewed, (but will be in the Audit trail).  
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E-Verify Amendments: Typographical Errors 
After approving the I-9, The E-VerifyⓇ status screen may display Attention Required. This section 
will address how to handle a detected error on a mismatch of information E-Verify case result. 

1.​ Two columns of information will appear. The left column will show the data that was entered 
and the right column will show what will be submitted to E-Verify. If the information shown 
appears to need a correction, click the Amend I-9 button.​
Note: If you choose to ignore the discrepancy, click the Continue with Case link, and the I-9 will 
be sent to E-Verify.​
 

 
 

2.​ The screen will refresh to the I-9 Record, Amendments tab. Continue with the correction by 
referring to the Amendments steps outlined in the Amendments section of this guide. 

​
Please refer to the Guardian Connections page for more training guides and resources! 

 
 
More Training Available! 
Check out additional training resources available on our site, Connections.​
 

The information provided is intended as general guidance and is not intended to convey any tax, benefits, or legal advice. For 
information pertaining to your company and its specific facts and needs, please consult your own tax advisor or legal counsel. 
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