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Getting Started

The Foreign National Work Eligibility Tracking feature allows organizations
to more easily identify Foreign National employees who may be eligible for
a future automatic extension of their work authorization.

This feature identifies employees who may qualify for one of the following
automatic extension scenarios by prompting users to enter addifional
information from certain documents provided for Section 2 or Section 3.

« 180-day Automatic EAD Extension
» Example 1: TPS designation extended for a specific country

> Example 2: EAD renewal timely filed with USCIS (for qualifying EAD categories)
« 240-day Extensions of Stay

A\

> Example: Form |-129 Extension of Stay timely filed with USCIS (for qualifying Visa categories)




Getting Started - FAQ

How is this feature enabled?

This feature may be enabled from within an organization’s Admin settings in the I-9
Preferences or I-9 Management section (depending on your system’s
configuration).

What additional information are users prompted to enter?

Users will be prompted to record the Category Code and Country of Birth from EAD
cards, and the Class of Admission (Visa Category) for I-94/1-797's.

How is work extension eligibility determined?
Extension eligibility is determined in accordance with the following USCIS guidance:

« 180-day Automatic EAD Extension

« 240-day Extensions of Stay




Getting Started - FAQ

When are users prompted to enter the additional document information?

For eligible employees, users will be prompted to enter additional document information
iImmediately after signing Section 2 or Section 3.

What do we do once a qualifying employee is eligible for an automatic extension?

Once an employee is eligible for an automatic extension of their work authorization, their -9
should be updated appropriately. This can be done using the Special Amendments tool in
Guardian. See the related Work Authorization Special Amendments futorial.

Can we backfill this information on previously completed I-9 records?
Yes, users may enter this information on existing |-? records from the Details tab.

Can Lawlogix assist with bulk updating the additional document information on existing I-9
records?

Please contact Customer Support who will do an inifial assessment of your situation. Our
Customer Success team will follow up with you on what services we can offer.
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Foreign National Work Eligibility
Tracking is an optional feature that
can be enabled in the Admin
settings of your Guardian system.

Enabling Feature in Admin

If desired, enable the setting
Track Visa Type and Work Eligibility.

Track Visa Type and Work Eligibility e Yes No

This can be found in the
I-9 Preferences or I-9 Management
section in the Admin settings
(depending upon your system'’s
configuration).
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Employees e"gible for Tquking For the Foreign National Tracking

feature to be available for a
specific employee two criteria

| attest, under penalty of perjury, that | am (Check one of the following boxes): must be true related to their

O 1. Acitizen of the United States @ Form -9.

O 2. A noncitizen national of the United States (See instructions) @

O 3. A lawful permanent resident 2 FirST' The employee mUST hove

L@) 4. An alien authorized to work @ Se|eCTed OTTeSTOﬂOH #4 in

Work until (expiration date, if applicable) o SeCﬁOH ] . An C||ien dehorized to
~ Month  Day \((Year T work.
Jan 01 2021

[:I N/A  Some aliens may select "N/A" in the expiration date field
(See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form |-9: An Alien
Registration Number/USCIS Number OR Form [-94 Admission Number OR Foreign Passport Number

(" Select Document Type

Alien Registration Number/USCIS ... ¥

~ Alien Number

123456789 @




Employees eligible for Tracking

ListA

Identity and Employment Authorization

Employment Authorization Document

(Form [-766)
Faoreign Passport, [-94/1-94A, and I-20
Foreign Passport and [-94/1-94A

Foreign Passport, 1-94/1-94A, and DS
2019

Islands with 1-94

| Passport from Federated States of
Micronesia with [-94

I - U.S. Passport Card --
--U.S. Passport --

Alien Registration Receipt Card (Form
1-551)

Permanent Resident Card (Form 1

|

ListB
Identity

ListC

Employment Authorization

Native American Tribal Document

Employment authorization document

issued by DHS - Expires

]

Employment authorization document
issued by DHS - Unlimited

-- Social Security Card (Unrestricted) -

-- Certificavon of Birth Abroad (Fs-545) -

-- Certification of Report of Birth [DS-
1350)

-- Consular Report of Birth Abroad (FS-
240) --

-- US Birth Certificate from Puerto Rico -

-- Original or certified copy of US Birth
Cortificate .-

Secondly, the employee must
have provided one of the
following documents for
Section 2 or Section 3:

List A
«  Employment Authorization Document
(Form |-766)
Foreign Passport, [-94/1-94A, and |-20
Foreign Passport and [-94/1-94A
Foreign Passport, 1-94/1-94A, and
DS-2021

List C

+  Employment authorization document
issued by DHS - Expires
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Immediately after signing
Section 2 or Section 3, the user is

Entering Tracking Information

I,a;mLogix*

Dashboard Start1-9 Employee v E-Verify w» Reports

Work Eligibility Tracking Information

prompted to record additional
document information.

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee. [f you
are unable to find the requested information from the documents provided for the Form -9, please select the checkbox below.

Employment Authorization Category
Select One v | View Sample Document

Country of Birth

Select One

TJ] Iam unable to locate the requested information.



Eni‘ering Trqcking |nformc|’rion If an EAD card was provided, the

user is prompted to enter the

‘ = Ca’regory code and Country of
e Birth from the EAD card.
Dashboard Employee » E-Verify » Reports

Work Eligibility Tracking Information

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee. [f you
are unable to find the requested information from the documents provided for the Form -9, please select the checkbox below.

Employment Authorization Category
Select One View Sample Document

Country of Birth

Select One

TJ Iam unable to locate the requested information.



Entering Tracking Information R AN e i

user is prompted to enter the
LawLogix Class of Admission as noted on

the document.
Dashboard Start 1-9 E-Verify » Reports

Work Eligibility Tracking Information

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee. If you
are unable to find the requested information from the documents provided for the Form -9, please select the checkbox below.

Note: The Class of Admission can be found on the Form [-94 or I-797.

Class of Admission

Select One * | View Sample Document

) Iam unable to locate the requested information.



The user may click View Sample

Entering Tquking Information Document to review informative

Class of Admission

Document Insights
Class of Admission is a designation issued by the United states when a nonimmigrant enters the country
A nonimmigrant is a foreign national temporarily admitted to the United States. Class of admission can be

found on the following documents

1-94 -797

Acmit Until Date (MIMDD/YYYY): 101102012

sample documents to help identify
the relevant document information.

I,hawLogix

Details piovided on Admission(l 94) form:
Famey Nara: u
First (Gives) Nome: Lo
BrihDote (MMOOTTYYE 01811990
Passpont Number P21
Passport Counry of Isssance: Mexico
Dato of Entry IMTOYYYY: 04112017

[ 1 Jopryvr— Bl

© ©oss ot Admission

©) class of Admission

Employment Authorization Category

Document Insights:

Employment Authorization Category is a code found on the face of the 1-766 Employment Authorization
Document (EAD) that is the basis for issuing the EAD.

1-766 Employment Authorization

o Employment Authorization Category o Country of birth o Employment Autharization Category o Country of birth




If the user is unable to enter the
additional document information

Entering Tracking Information
WLogiX'

Dashboard Start1-9 Employee E-Verify » Reports

Work Eligibility Tracking Information

they may indicate so to confinue
on with the I-9 process.

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee. If you
are unable to find the requested information from the documents provided for the Form -9, please select the checkbox below.

Note: The Class of Admission can be found on the Form [-94 or I-797.

Class of Admission

Select One ¥ | View Sample Document

l ] Iam unable to locate the requested informatiort]




Entering Tracking Information Otherwise, after entering the

requested document information
Lawlogix the user clicks Continve.

Dashboard Start1-9 Employee E-Verify » Reports

Work Eligibility Tracking Information

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee. If you
are unable to find the requested information from the documents provided for the Form -9, please select the checkbox below.

Note: The Class of Admission can be found on the Form [-94 or I-797.

Class of Admission

H-1B - Temporary Worker in Spec... X | *| View Sample Document

) Iam unable to locate the requested information.




. . g If completing Section 2, the user is
Entering Tracking Information  [EuiNNeSSSiRptiirn s

> document retention step
. (if enabled, or required by E-Verify).
Dashboard Start1-9 Employee E-Verify » Reports
A Document Retention Required
0 Our Organization maintains copies of the documents provided by the employee. Please upload a legible copy of the document(s) the
employee provided.
Note: Document uploads are limited to 5 MB.
Foreign Passport and 1-94/1-94A
0 Please upload this document
Upload Document
Confirmation
0 Copies of the document(s) specified above must be retained to meet I-9 and/or E-Verify compliance requirements. However, if you are
unable to upload the documentation at this moment, please select the checkbox below in order to proceed. The [-9 process will remain

incomplete.,



The recorded document information

Eniering Tquking Information can be viewed from the Details tab

of the -9 record in the Work
Eligibility Tracking Information
E-Verify + Reports section.

Lawl ogix

Dashboard Start 1-9

1-9 for Smith, John

CIE; = In the event the user made an
m incorrect selection when originally
completing Section 2 or Section 3,
John Smith

Smith, John the tracking information may be
P————— changed from here at any time.

No Assistance Provided Signed View Prep

(Work Eligibility Tracking Information \

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee for this I-9. If you are unable to
provide this information based on the document(s) presented, or have not retained the document(s) for further review, please DO NOT request it from the employee. Instead,
please check the box below indicating “Unable to provide this information”. If you have any questions, please contact your administrator.

Class of Admission | H-1B - Temporary Worker in Specialty x

— I am unable to locate the requested information

. : S

Section 2

Smith, John T Robert Reaume View Sectian 2
onn Signeds Lopest ) View Sectir

Hired: 02/01/2021 01/18/2021 @ 10:46:39

Documents Foreign Passport and 1-94/1-94A Note: Document Retention Required. Uploaded
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Backfilling Tracking Information [ttt

document information when
_ originally prompted, and for eligible
Lawlogx I-9’s completed prior to the Foreign

Dashboard Start -9 ‘Employee + E-Verify » Reparts

National Tracking feature being
1-9 for Smith, John enabled, users may retroactively
QP 7

4 record the document information
OnD: I Amendments .
E— = from the I-9 Details tab.
1-9 Overview
Section 1
Smith, John Signed Jo':" Smith ~ View Section 1
01/18/2021 @ 10:09:59
Preparer/Translator
No Assistance Provided Signed

View Prep

rWork Eligibility Tracking Information

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee for this I-9. If you are unable to

provide this information based on the document(s) presented, or have not retained the document(s) for further review, please DO NOT request it from the employee. Instead,
please check the box below indicating “Unable to provide this information”. If you have any questions, please contact your administrator.

Class of Admission

— I am unable to locate the requested information.

Section 2

Smith, John X
Hired: 02/01/2021 ~igned

Robert Reaume
01/18/2021 @ 10:46:39

View Section 2

Documents Foreign Passport and 1-94/1-94A Note: Document Retention Required. Uploaded




oIl o o When backfilling or correcting this
Bquﬂ"Ing Tquklng Informqhon document information users are
advised to NOT re-request
documents from the employee for
E-Verify » Reports reV|eW

Lawl ogix

Dashboard Start 1-9

1-9 for Smith, John

P 3 | Users should review the retained

A document copies (if available) from
the OnDocs tab to determine what

John Smith

smith, John information should be recorded.

Preparer/Translator

No Assistance Provided Signed View Prep
fWOrk Eligibility Tracking Information \

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee for this I-9. If you are unable to

provide this information based on the document(s) presented, or have not retained the document(s) for further review, please DO NOT request it from the employee. Instead,

please check the box below indicating “Unable to provide this information”. If you have any questions, please contact your administrator.

Class of Admission

—J I am unable to locate the requested information.

Section 2

Smith, John saneq. Robert Reaume Vies )
. ; Si e ) i ~ ) view <

Hired: 02/01/2021 01/18/2021 @ 10:46:39

Documents Foreign Passport and 1-94/1-94A Note: Document Retention Required. Uploaded
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o If a Section 3 is completed with one
Section 3 .

of the eligible List A or List C
documents, the user will be

Employment ity Verificacon prompted to record the additional
G g S document information immediately
e e after signing Section 3.

the document or receip

nuing employment author ce provided below.

hat esiablishes
ccument

be Expiratio

Foreign Paszpart and -6

Note: Document Retention Reguired. [Uplad Decu

Work Eligibility Tracking Information

To as

t with future work authorization tracking. please record the following information from the documents that were provided by the employee. If you
are unable to find the requested information from the documents provided for the Form -9, please select the checkbox below
Note: The Class of Admission can be found on the Form -94 or -79

7

Class of Admission

H-1B - Temporary Worker in Spec

Iam unable to locate the requested information.
View Document]
Upload Confirmation the appr
document has been scanned and uploaded to the emph
record.

Continue
1)
Lattest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the
employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual.
grature of Employer ar Autharize ve vy)




Secﬁon 3 To ensure Guardian can pro.vi.d.e.
accurate and current work eligibility
tracking information, the recorded
document information is either
| Sl el inserted, replaced or removed upon
1-9 for Smith, John completion of a Section 3,
htllh | depending upon the document
e provided for Section 3 and whether
previous tracking information had

John Smith

SR already been recorded.

Preparer/Translator

Lawl ogix

Dashboard Start 1-9

No Assistance Provided Signed View Prep

(Work Eligibility Tracking Information \

To assist with future work authorization tracking, please record the following information from the documents that were provided by the employee for this I-9. If you are unable to
provide this information based on the document(s) presented, or have not retained the document(s) for further review, please DO NOT request it from the employee. Instead,
please check the box below indicating “Unable to provide this information”. If you have any questions, please contact your administrator.

Class of Admission | H-1B - Temporary Worker in Specialty x

— I am unable to locate the requested information

. : S

Section 2

Smith, John T Robert Reaume View Sectian 2
onn Signeds Lopest ) View Sectir

Hired: 02/01/2021 01/18/2021 @ 10:46:39

Documents Foreign Passport and 1-94/1-94A Note: Document Retention Required. Uploaded




Section 3

Lawl ogix

Dashboard Start -9

1-9 for Smith, John
Q 7
Details Issues Amendments

1-9 Overview

Section 1

John Smith

Smith, John Signed: = o
01/18/2021 @ 10:09:59

Preparer/Translator

No Assistance Provided Signed

Work Eligibility Tracking Information

ork authorization tracking, sere he following informatio
n based on the document( rese have not retained the
elow indicating “"Unable to provi ormation”. If you have

Class of Admission = H-1B - Temporary Worker in Specialty

— I am unable to locate the requested informatio

Section 2

Smith, John Robert Reaume
Signed

Hired: 02/01/2021 01/18/2021 @ 10:46:39

Documents

Completing Section 3 has the following impact on
the recorded Work Eligibility Tracking Information:

Inserted: If no information was captured previously then the selections
made in the work eligibility step are saved to the |I-? record.

Replaced: If information was captured previously then the information
is updated based on the selections made during the work eligibility
step.

Removed: If information was captured previously and the Section 3
document is not eligible for work eligibility tracking (e.g., U.S. Passport)
then the prior information is removed.

Removed: If information was captured previously and in the Section 3
workflow the user indicates that they are 'unable to locate the
required information’ then the prior information is removed.

Note: In the event that information is replaced or removed,
historical work eligibility information is not retained, as only
the current eligibility information is relevant to potential
extension scenarios.

Foreign Passport and 1-94/1-94A Note: Document Retention Required. Uploaded
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Reporting

Settings Columns Preview

Tables & Fields

1) Select Table 2) Select Field 3) Build Fields in Report

Field Name Field Name

S2 Company Address -

Tables

Employee Name
Date Hired
1-9 Explration Date

S2 Company City

Employee
BUSINess unit

S2 Company Zip Code
S2 Date Signed

LoC3Lgn Work Authorization Description

Work Authorization Country

Work Authorization

Work Authorization Type

S2 Misc Entry Work Auth Auto Extension Eligibility

S2 additional Information

1-9 Form Version

Work Authorization Description
Work Authorization Country

Drag selected field to report Drag within list to change order

e Field(s

Refresh Field List Remove

Update Settings

Recorded Visa Type and Work
Eligibility information can be
accessed via an Interactive Report
using the 19 Base Table.

4) Column Settings

Field: Four related reportable fields are
Da‘”V_pe: available from the I-9 and Work
::I::’t Authorization tables.




An optional filter is available to
narrow down report results based on

Reporting

SSieee Cohmos Cepien which extension type an employee
Filter Options may be eligible for.
* Employee Group: My Managed Groups y
Employee Location: Al v
Employze: Al v
I-9Forms: Al ’
Scope:  Primary v
1-9 Error Type:  All =
19 Lacation: Al v

Work Authorization Auto All
Extension Eligibility:

240-Day Auto-Extension

Dateto Search: Date  180.Day Auto-Extension

Date Range

value Date Range
60 Next 60 days

From: 01/12 None -m Last Month
s q This Quarter -q Last Quarter
2q Second Quarter
y This Year -y Last Year

Auto Calc:



The Work Auth Auto Extension Eligibility field
indicates whether the employee may be eligible for
a future auto extension.

Reporting

Note: A value indicating auto-extension eligibility

does not necessarily mean the employee is eligible

for such an extension at this time, but rather may be
eligible in the future (e.g., if a Country’s TPS

designation is extended, or if an extension of stay or
EAD renewal is fimely filed with USCIS, etc).

Employee Name = Work Authorization Description Work Authorization Country  Work Authorization Type = Work Auth Auto Extension Eligibility
TPS, Robert A12 - Temporary Protected Status South Sudan EAD 180-Day Auto-Extension
Smith, John H-1B - Temporary Worker in Specialty Occupation 1-94 240-Day Auto-Extension
Doe, Jane F-1 - Foreign Student 1-94 None




For Additional Assistance

» Select Help from the vertical toollbar to access ofther
Guardian tutorials.

» For addifional assistance contact your in-house
Guardian expert.




Confidential User Guide

Please do not distribute this document outside of your
organization without our written permission.

Thank you.
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