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If organizations chose to verify Section 2 supporting documents virtually during 

COVID-19 (via webcam, internet, etc.), I-9’s completed in this way will be 

tracked on the Needing Further Action Dashboard panel.  The Physical 

Inspection amendment tool will allow organizations to document when and who 
completed the in-person document inspection.

The COVID-19 Virtual Verification Exception feature must first be enabled from 

the Guardian Administration settings.

After an I-9 has been flagged with the Virtual Verification checkbox, the Enter 

Inspection Information button will appear, allowing users to amend the I-9 with 
the Physical Inspection information.

Getting Started
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Configuration To enable the Virtual Verification 

functionality, organizations must first 

enable the feature from the I-9 

Policy/Preferences section of their 

Guardian Admin settings.
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Configuration After the Virtual Verification Admin 
setting has been enabled, users will 

be able to flag I-9’s as having been 

completed virtually from the Details
tab of an I-9 record.
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Configuration
When ready, organizations must also 

enter their Normal Business 

Operations Date from the I-9 
Policy/Preferences section of their 

Guardian Admin settings.

The Physical Inspection deadline 

displayed on the Dashboard will be 3 
business days after this date.
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Dashboard Monitoring Once a Normal Business Operations 

Date has been entered in the 
Admin settings, I-9’s flagged as 

having been completed using 

Virtual Verification will be placed 

on the I-9’s Needing Further Action 

Dashboard Panel.
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Resuming Business in Phases For organizations taking a phased 

approach to getting back to normal 

operations, the Normal Business

Operations date may be edited to
re-calculate the inspection deadline.

Group 1

Group 2
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Entering Inspection Information Once Physical Inspection has 

occurred, click the Date I-9 

Created from the Needing Further 

Action dashboard panel.
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Entering Inspection Information If Section 2 was completed using

the COVID-19 Virtual Verification 

Exception, it should be indicated
on the I-9 Details page.

The Enter Inspection Information 
button will then appear.
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Entering Inspection Information
Enter the date of physical 

inspection and the name of the 

individual who inspected the 

original documents and click 

Update Info.
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Entering Inspection Information Click the Approve Changes button 
to approve the Amendment 

indicating physical inspection.
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Entering Inspection Information
Enter the login credential to

approve the Amendment.
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Entering Inspection Information
The approved Amendment will 

populate the Additional Information 

field of Section 2 of the I-9.
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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.

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.




