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Accessing Section 2

Guardian provides a variety of I-9 workflows to meet the needs of your 

organization, and as such there are multiple ways in which Section 2 can 

be accessed and completed. These workflows include:

➢ In-Person

➢ Employee Portal / Remote Hire with Agent

➢ Employee Kiosk

Section 2 may also be accessed from either the Location Manager or 

Standard Interface. Please see the related tutorials for guidance on a 

specific workflow or interface.
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Accessing Section 2
From the Standard Interface 

dashboard, the Top Pending I-9’s
Dashboard panel is useful for 

accessing incomplete 

I-9’s. Click the Date I-9 Created for
the desired employee.
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Accessing Section 2
Alternatively, search for the 

Employee from the Employees tab 
at thetop and open their I-9.
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Accessing Section 2
On the employee’s I-9 Details tab 

we can see that Section 1 was 

completed and signed by

the employee.
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Accessing Section 2 Click the View Section 2 button.
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Completing Section 2
Click See Details to view the I-9 

information entered by the 

employee.
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Completing Section 2
Click Read Instructions for 

Completing Section 2 to access 
USCIS Form I-9 instructions.
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Completing Section 2
If you aren’t sure a document 

provided by the employee is 

acceptable for Section 2, click 

Lists of Acceptable Documents.
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Completing Section 2
Inspect the employee’s supporting 

document(s) and select the 

appropriate Document Title(s) from 

List A OR List B and C.
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Completing Section 2
The Citizenship/Immigration Status 

field will contain a number 1-4, 

corresponding to the employee’s 

attestation in Section 1.
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Completing Section 2
Documents inconsistent with the 

employee’s status will found at the 

bottom of the document list.
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Completing Section 2
Such documents cannot be 

selected. If the employee’s status is 

incorrect have them edit their 

attestation on Section 1.
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Completing Section 2 After selecting the Document Title(s), 

View Sample Document can be 
clicked to view an example of the 

document and where to locate the 

Document Number, Expiration Date 

and Issuing Authority.
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Completing Section 2
Enter the Document Number, 

Expiration Date, and the Issuing 

Authority (if not pre-populated), for 
each supporting document.
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Completing Section 2
Certain documents may not always 

have an expiration date. For such 

documents, use the provided N/A
checkboxes, or manually enter N/A.
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Completing Section 2
Attempting to enter List B/C 

information will automatically 

remove all List A information, and 

vice versa. This is by design, to 

avoid unnecessary over-

documentation. Take care in only 

completing the required list(s). 
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Completing Section 2
Employees subject to E-Verify may 

only provide a List B document if it 

contains a photo. Click the 

checkbox to confirm the document 

contains a valid photo.
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Completing Section 2
If the employee presents a receipt 

in lieu of an original document, 

select the Replacement Receipt 
checkbox. A 90 day expiration date 

will be automatically calculated.
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Completing Section 2
The employee will appear on the 

Top I-9’s Needing Further Action 
dashboard panel. Their I-9 cannot 

be approved until the original 

document is presented.

See the Receipt tutorial for 

additional information.
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Completing Section 2
The Additional Information space 

may be used to include additional 

document(s) or information relating 

to employment authorization 

extensions for certain foreign 

national employees.

The information entered will

appear on the generated I-9 PDF.
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Completing Section 2
Enter in the employee’s first day of 

employment. Optionally, click 

Use this date.
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Signing Section 2
Ensure the information in the 

Signature section is accurate. User 

and employer location information 

can be updated from the 

My Settings and Administration
tabs, respectively, on the left-hand 

navigation menu.
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Signing Section 2
Click the Continue button once 
Section 2 has been completed.
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Signing Section 2
Read and accept the signature 

statement by clicking the I Accept 
checkbox, enter in your Guardian 

password (or SSO credentials) and 

click Electronically Sign.
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Document Retention If Document Retention is required, 
click the image boxes to upload the 

employee’s

scanned document(s).

- OR-

If the document is not able to be 
uploaded at this time, indicate so by 

selecting the appropriate checkbox. 
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Document Retention A thumbnail of the uploaded 

document will be displayed.
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Document Retention
Click Continue once all documents 

requiring retention have

been uploaded.
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Document Retention
If the Enforce Document Capture 

Admin setting is set to Yes users will 
be taken directly to the

completion step.

Click Review the I-9 to check
the I-9 for mistakes. When ready, 

click Mark Completed.
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Document Retention
If the Enforce Document Capture 

Admin setting is set to No, click the 

confirmation checkbox.

Proceed with the completion 

process, as shown on the

previous slide.

Copyright © 2023, Equifax Inc., Atlanta, Georgia. All rights reserved. Equifax and the Equifax marks used herein are 
trademarks of Equifax Inc. Other product and company names mentioned herein are the property of their respective owners.



Table of Contents

Complete & Approve the I-9
Prior to approving the I-9 click 

Review the I-9 to check for 
mistakes, as well as compare to any 

uploaded supporting documents 

by clicking the PDF icons. Editing is 

locked after it has been approved.
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Complete & Approve the I-9
When ready click Approve This I-9, 
which will “lock” the form. The I-9 

cannot be edited after it has been 

approved, except by using the 

Amendments tool. Approval 
permissions may be restricted to 

only certain Guardian users.
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Complete & Approve the I-9
Employees subject to E-Verify will 

be automatically submitted. 
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What’s next?

If an E-Verify case is submitted a variety of initial case statuses may be 

returned, including:

➢ Employment Authorized

➢ Tentative Non-Confirmation (TNC)

➢ Verification in Process

Please see the E-Verify tutorials for additional information on handling the 

different E-Verify case scenarios.
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For Additional Assistance

• Select Help from the vertical toolbar to access other

Guardian tutorials.

• For additional assistance contact your in-house

Guardian expert.
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Confidential User Guide

Please do not distribute this document outside of your 

organization without our written permission.

Thank you.
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