
Guardian I-9 Section 1



Table of Contents

1. Accessing Section 1 ............................................................................................3

2. Completing Section 1 .........................................................................................5

3. Preparer/Translator Certification ......................................................................12

4. Signing Section 1 ................................................................................................13

5. Section 1 Completed ........................................................................................18

5. What's next? .......................................................................................................19

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

Accessing Section 1

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 1 can 

be accessed and completed by the employee. Section 1 functionality is 

consistent across the different workflows. These workflows include:

➢ In-Person

➢ Employee Portal / Remote Hire with Agent

➢ Employee Kiosk

Section 1 should be completed by the employee’s first day of 

employment. Please see the workflow tutorials for additional information.
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Completing Section 1
The employee is then prompted to 

complete Section 1 of Form I-9.
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Completing Section 1
Employee or preparer/translator 

may click the instructions link to 
view the I-9 instructions.
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Completing Section 1
The Language option can be 

changed to provide Spanish subtext.
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Completing Section 1
Employee or Preparer/Translator 

enters the employee information.
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Completing Section 1 Help text is available and will 

appear when hovering over the

symbol, (or by clicking the

symbol when completing Section 1 
from a mobile device).
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Completing Section 1
All fields are required, except for 

Social Security No., unless 
participating in E-Verify. For E-Verify 

participants, select Awaiting 

Issuance of SSN if the employee
has not yet received their SSN.
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Completing Section 1
Employee or preparer/translator 

enters N/A for fields not applicable 
to the them, or uses the N/A

checkboxes.
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Completing Section 1
Employee or preparer/translator 

selects one of the four attestations. 
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Preparer/Translator Certification Employee or preparer/translator 

specifies whether a preparer and/or 

translator was used and then

click Continue. For more
information on completing the 

Preparer/Translator certification 

please see the related tutorial.
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Signing Section 1 Employee attests that the information 

provide is accurate and agrees to the 

Electronic Signature by clicking the 

on-screen checkboxes.
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Signing Section 1
To complete the Electronic 

Signature, the Employee selects 

from the available

signature questions.

Note: Optionally, employers may 
opt for an employee-generated

PIN number, instead of the 

Question/Answer option, as the 

Electronic Signature method.
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Signing Section 1
Employee is prompted to provide a 

memorable answer to the signature 

question (or enter a 4-digit PIN).

Note: Responses are not validated, 
and will not be referenced or 

reused during any subsequent 

employee signatures. However,

all responses are recorded, and 

can be provided in the event

of an audit.
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Signing Section 1
Optionally, the employee may 

receive a receipt of their Electronic 

Signature by clicking the checkbox 

and providing an email address.

The receipt will be emailed, and

certifies the completion of Section 1 

by the employee.
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Signing Section 1
The employee then clicks the 

Electronically Sign button

to proceed. 
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Section 1 Completed
The employee finishes the last step 

in the process of Section 1 by 

clicking the Complete button.

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.

dpham
Stamp



Table of Contents

What’s next?

Section 2 must now be completed. How this is accomplished may vary 

depending on whether you are using the Guardian Location Manager or 

Standard Interface, and which of the following workflows are being used:

➢ In-Person

➢ Remote Hire / Remote Hire with Agent

➢ Employee Kiosk

Please see the related tutorials for guidance on a specific workflow or 

interface.
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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.



Table of Contents

Confidential User Guide

Please do not distribute this document outside of your 

organization without our written permission.

Thank you.
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