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Getting Started - FAQ

What can be amended?

Data fields within any approved I-9 (for any I-9 type) can be modified or
corrected as needed. This includes striking information, striking and
replacing information, as well as adding missing information.

What does it mean to “Approve” an amendment?

Amendment approval is the act of permanently changing the amended
data field (in essence, “locking” the amendment). The amendment
approver's initials and date appear on the I-9 PDF image beside the
amended field.




Getting Started - FAQ

Who can amend I-9s or exempt issues in the system?

System Administrators determine which Guardian Users shall be granted
authorization to Amend |-9s or exempt issues by setting privileges within user
profiles. System Administrators may also allow employees to amend

Section 1 data.

How many times can data fields be amended?

Once a data field has been amended and approved, it may not be
amended again. Any field that has been amended and not approved can

still be edited, or deleted. Once an Amendment is approved it becomes
permanent.

Amendments to a single Form -9 may be made at different times.
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Section 1 Amendments
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FAQ - Section 1

How can Section 1 policies be set for the organization?

Guardian administrators may set general rules in the Administration module
to define how Section 1 amendments may be handled. By defaulf,
employees are permitted to approve Section 1 amendments. Based on
policy, employees may also enter amended Section 1 data.

What is the significance of Section 1 amendment approval?

The inifials and date of the approver of the Section 1 amended data
appear beside each approved amendment on the -9 PDF.




FAQ - Section 1

How are Section 1 amendments addressed?

Administrative settings provide flexibility for handling Section 1 amendments.
Organizations may opt to require Section 1 amendments be completed and
approved by the employee or a combination of employee and Guardian
User intervention.

How can employees assist with Section 1 amendments?

Employees are provided a unique interface to assist with Section 1 data
enfry and/or amendment approval. This interface can be acessed by the
employee remotely, or by using an HR user’s device.




From the I-9 Forms Tab, locate

SeCﬁOn 1 Amendments the desired I-2 record and click on

_ the Date Created link.
G u ard Ian Announcements Help « Denise Moreno Logout

Dashboard Start |-9 E-Verify Reports

Bryce Harper

Q Employee Access Refresh Re-Evaluate Dashboards Update and Go Back pdate Infa Go Back Delete

Personal Job Details Tasks 1I-9 Forms DnDocs Login Info Custom Felds E-Verfy

& 2dd1-9 @ Add 1-9 for Remote Processing

-9 Viewr [Primary] Type Date I-0 Location I-9 Business I-0 Date Section 1 Section 2 Date Date Date
Number -9 [ * ] Setup RH/RA Created Name on Form Unit Started Signed Signed Completed Approved Expires

2675171 ﬂ [P] Electronic I-¢ Bryce, Harper Miami Eastern US 10/01/2020 10/01/2020 10/01/2020 10/01/2020 1070172020




SeCfion 1 Amendmen'l's Select the Amendments Tab.

G uard ian Announcements Help + Denise Moreno Logout

Dashboard Start I-9 Employee « E-Verify Reports

1-9 for Harper, Bryce

d T View Employee View EVVEH.'.\' Refresh dea‘e and Go Back Jpﬂale Info Ga Back Deiete
Details onbocs Issues
1-9 Overview v

1-9 Information

< .
= |- No: 2,675,171 (Primary) 19 Location. | Miami v
= Type: Electronic I-9
Version. 3/17/20 1-9 Business Unit Eastern US v
Expires I-9 Hire Date: 10/01/2020
Date Completed: 10/01/2020
Date approved. 10/01/2020
Current Employee Information
Harper, Bryce
R Current Business Unit:  Eastern US View Employee
Current Hire Date: 10/01/2020
Section 1
Harper Bryce
Bryce, Harper Signed P ¥ View Section 1
10/01/2020 @ 10:23:26
Preparer/Translator
No Assistance Provided Signed View Prep

Section 2




To amend the I-9, click the Add

Section 1 Amendments -

G uardian Announcements Help « Denise Moreno « Logout

Dashboard Start -9 Employee » E-Verify Reports

I-9 for Harper, Bryce

I\) View Employee View E-Venty Refresh Updatle and G0 Back Jjpaate Info Go Back Delete

Details OnDocs Iscues Amendments

1-9 Amendments

Data Field 2 Original Value Amended Value Note of Record Modified By Approved By i

= No Amendments (1)

Issues with I-9 Amendments ~




Select the desired |-9 section.

SeCﬁon 1 Amendments Section 3 will only be available if the

-2 has one or more Section 3’s.

Guardian

Dashboard Start1-9 Employee » E-Verify Reports

1-9 for Harper, Bryce %5 Amend 1-9 ox

Section Field to Amend Current Value

1-9 Amendments

e Refresh @ Show Spectal Ame

- No Amendments (1)




SeCfion 1 Amen e the desired field to amend.

G ua rd ian Announcements Help + Denise Moreno Logout

Dashboard Start1-9 Employee E-Verify Reports
1-9 for Harper, Bryce %y Amend I-9 ox
[Go Back| =
Detzils OnDocs Amendments
Section Field to Amend Current Value

I-9 Amendments

Last Name Bryce =
e e e & Mctions v @ adivst 19 @ Add
Middle Initia N/A Modified By Approved B i
Other Names Used N/A
No Amendments (1) Streer address 123 W. Biscayne Ave.
‘|E‘ Section 2 Apt Number N/A
aty Miami
FL
ﬁlf}l
08/24/1952 ||
E-mail Address N/A
Telephone Number N/A
Alizn Number N/A
Work Until Date N/A
1-94 Admission Number N/A
Foreign Passport Number N/A
Foreign Passport Country
Emp Date Signed 10/01/2020
Preparer or Translator Usage 1 did not use 3 preparer or translator
Translator's Last Name
« > -




Section 1 Amen

Click the Edit Field butfton, or double
click the field name.

Guardian

Dashboard Start -9

I-9 for Harper, Bryce

Details OonDocs Issues

I-9 Amendments

& Refresh @ Stow Special Amendment Options ] View -9

yata Field nginal Value

No Amendments (1)

Emplovee «

E-Verify

Reports

Announcements Help + Denise Moreno Logout

Amendments

Amended Value

‘|E‘ Section 2

Field to Amend

Last Name

First Name

Middle Inioal

Other Names Used
Street Address

Apt Number

City

State

Zip Code

Date of Birth

Social Security Number
E-mail Address
Telephone Number

Alien Number

Work Until Date

-84 Admission Number
Foreign Passport Number
Foreign Passport Country
Emp Date Signed
Preparer or Translatar Usage

Translator's Last Name

O G S S

Current Value

~
Bryce 2
Actions w Adjust I-9 Add
G & Actions » Q@ adiust 3 @
N/A Modifiad By Approved
N/A

123 \V. Biscayne Ave.
N/A

Miami

FL

33101
08/24/1962

N/A
N/A
N/A
N/A
N/A
N/A

10/01/2020

[ did not use a preparer or translator




Guardian

Dashboard Start -9

Section 1 Amendments

If desired, enter a proposed value
for the employee in the New Value

field. The employee will have the
option to approve the new value

E-Verify Reports

1-9 for Harper, Bryce

I-9 Amendments

e Refresh @ Show Spedial Amendment Options ‘ View I-9

Oniginal Value

No Amendments ( 1)

Issues with 1-9 Amendments

Type
/f

“7 Amend I-9

./ Amend 1-9 for Harper, Br

Section 1

|Go Back| Create Amendment| |Crg

or edit it before approving

the amendment.

Note: The ability for HR users to

propose the replacement value

Field Name  Date of Birth
OldValue 08/24/1962
TJ Create for Employee (check to have employee make the change)

Strike-out Original Value

| —ecmmemea.
New Value €_108/24/1982
—

Note of Record

can be disabled by Administrators.

S Check Amended 1-0 @ Examption History




Alternatively, users can select Create
for Employee. This locks the New

Section 1 Amendments
Value field and will require that the

Guardian employee enfer the replacement
Bt s SR e value themselves, during the
1-9 for Harper, Bryce 5 Amend 1-0 OpprOVOl prOCGSS.

v | ./ Amend 1-9 for Harper, Bryce

I-9 Amendnients

Go Back| |Create Amendment| |Create Amendment and Add Another]|

e Refresh @ show Spedial Amendment Options “Mw -9 & Actions v | L Adjust I-9 . Add

Section
Original Value Amended Value fond Modifiad By Approved By

No Amendments ( 1) Field Name Date of Birth

OldValue 08/24/1962
reate for Employee (check to have employee make the change)

Issues with I-9 Amendments Strike-out Original Value

vt [ S cn it is 8 g

Type Ite Status

v

Note of Record |




Guardian

Dashboard

Start -9

Section 1 Amendments

E-Verify

If a value is already present in the
field, Strike-out Original Value will be

selected by default.

Reports

1-9 for Harper, Bryce

No Amendments ( 1)

Issues with 1-9 Amendments

e Refresh %o Group
355 pction tem

Type

77 Amend I-9

./ Amend 1-9 for Harper, Bryce

Section 1

Field Name

QOld Value

New Value

Note of Record

|Go Back| (Create Amendment| |Create Amendment and Add Another

Date of Birth

08/24/1962

TJ Create for Employee (check to have employee make the change)
Strike-out Original Value

08/24/1982

If needed, users may manually
enable/disable this setting.

S Check Amended 1-0 @ Examption History




If desired, enfer the reason for the

SeCﬁon 1 Amendments update. It will appear as a foothote

on the |-2 image.

Guardian

Dashboard Start -9 Employee « E-Verify Reports

1-9 for Harper, Bryce

7 Amend I-9 ox

./ Amend |-9 for Harper, Bryce

Go Back| |Create Amendment| |Create Amendment and Add Another|

OnDocs Issues Amendments

1-9 Amendments

Modified By Approved By

Field Name Date of Birth

™ Blectronically Signod by B, Warper Old
= .—’; s i Old Value  08/24/1962

Create for Employee (check to have employee make the change)

Strike-out Original Value =
New Value % Check Amended 1-9 @ Exemption History

Status

Note of Record I |Corrected original Date of Birth entry. ]
1

Form 1.9




Guardian

Dashboard Start -9

Section 1 Amendments

E-Verify

Click Create Amendment,
or if additional fields need

amending, confinue by clicking
the Create Amendment and
i Add Another button.

1-9 for Harper, Bryce

No Amendments ( 1)

Issues with 1-9 Amendments

e Refresh %o Group
A55 ection tem

Type

%7 Amend I-9

./ Amend 1-9 for Harper, Bryce

Section 1

Field Name

QOld Value

New Value

Note of Record

[Go Back]l Create Amendmentu Create Amendment and Add Anotherl

Date of Birth

08/24/1962

TJ Create for Employee (check to have employee make the change)
Strike-out Original Value

08/24/1982

& Mctions v Q@ Adjust -0 @ Add

* Check Amended I-9 ‘ Examption History




User can double-click the unapproved

Section 1 Amendments amendment to edit.

Guardian User can also click the Garbage Can icon
R e to delete an unapproved amendment.

Dashboeard Start -9

I-9 for Harper, Bryce
Q Once approved, amendments cannot be

Detals onDocs Issues Amendments ed i -I-e d Or d e | e.l-e d .

1-9 Amendments

= Section1(1)

Moreng, Denise =
10/06/2020 @ 14:10:49 —

(1) Date of Birth 08/24/1962 08/24/1982




The Actions pull-down menu

SeCﬁon 1 Amendmenfs will present options for notifying

. the employee of the
Guardian pending Amendment.

Dashboard Start1-9 E-Verify Reports

I-9 for Harper, Bryce

“ View Employee View E-Verity Refresh pdate and Go Bac pdate Info Go Back Delete
Details OnDocs Issues Amendments

1I-9 Amendments

& Actions » W ~ous & add

Data Field Original Value Amended Value Note of Record Modified By Notify Employee by E-Mail
Viewr/Send Employee Approval Notes
= Section1(1) Employee Approve Sectic

= - Moreno, Denise
) Dat: rtl /24/196 [24/191 lorenc
M e of Birth 08/24/1962 08/24/1982 10/06/2020 @ 14:10:49




FAQ - Section 1

What function does the Employee Approve Section 1 button serve?

This button provides the employee access to an amendment approval
interface that allows approval of the Section 1 amendment(s). This can be
used when you are meeting with the employee in-person.

Why is the Approve Section 1 button grayed out?

This option will be grayed out for those organizations that require Section 1
amendments be approved by the employee. This button may be
enabled/disabled through the Administrative settings. Please consult with
legal counsel before allowing HR users to approve Section 1 amendments
themselves.




FAQ - Section 1

What if the employee is remote?

If an HR user is unable to meet with the employee in-person, the user may
click Notify Employee by E-mail fo send the employee a direct link to the
employee portal, which will prompt them to review and approve the
Section 1 amendment(s). This option may only be used if employee record
has an E-mail address on file.

Can an employee amend Section 1 of their I-? by themselves?

Guardian Users authorized to amend I-9s must identify the Section 1 field(s)
requiring a change. Employees may not amend Section 1 until an HR user
has initiated the amendment on the desired field(s).




Secﬁon ‘| Amendmenfs To have an employee review and approve

Section 1 amendments remotely, click

- Notify Employee by E-mail.
Guardian
Haien A ey i To have the employee approve Section |
s 2 amendments in-person using your device,
2
Details OonDocs Issues Amendments

1I-9 Amendments

click Employee Approve Section 1.

::‘ Refresh @ sh

Data Field Original Value Amended Value Note of Record

Modified By
= Section1(1)
(1) Date of mrth

08/24/1952 08/24/1982

Moreno, Denise
10/06/2020 @ 14:10:48




If notifying the employee by email,

SeC'I'ion 1 Amendmenfs review the provided message and

click Send the E-mail.

Guardian
——— _— —_— — Note: The email template can be

‘ customized through the
Administrative settings.

(1Send the E-Mail YUpdate and Go Back| |Update Info| |Go Back |Delste|

E-Mail Information v

) E-mail Employee

AE-Mail

Details

BdE| B 7 Usx, x| EEZEEE Font Size ~ FontFamily v | — £2

Dear Bryce,

Section 1 of your I-9 form has been amended in order to correct one or more issues found in error since you signed the
form.

Please use the link below to login and view the changes made.
If everything looks correct, please use the button to approve the changes.

If something is not correct, please get back to me and let me know what Is not right. T will make any changes needed and
then you can review and approve the changes that were not correct before.

Thanks for your assistance in this matter!|
Sincerely,
Denise Moreno

Login Link:
https://uati.lawlogix.com/4DCGI/WEB Log Login/EMP/SBACS53B7A7F55D498C77EF46F5FA5F27000000.




If desired, click View/Send Employee

SeCﬁon 1 Amendmenfs Approval Notes fo create a note to

- display fo the employee when they
Guardian are reviewing the amendment(s).

Dashboard Start1-9 E-Verify Reports

I-9 for Harper, Bryce

R View Employee View E-Verity Refresn paate and Go Bac pdate info Go Back Delete

Details OnDocs Issues Amendments

1I-9 Amendments

Note of Record Modified By

Amended Value

Data Field Original Value

= Section1(1)

= - Moreno, Denise
) Dat: rtl /24/196 [24/191 lorenc
M e of Birth 08/24/1962 08/24/1982 10/06/2020 @ 14:10:49




Secﬁon 1 Amendmenfs Enter the desired note and click the

Update Info button.

G ua rd ian Announcements Help « Denise Moreno « Logout

Dashboard Start1-9 Employee » E-Verify Reports

1-9 for Harper, Bryce P, employee Approval Notes ox

Employes 1D S il \scsacs
Employee Name Harper, Bryce

Yeralls OnDacs Issues Amendments

Approval Comments from/to Employee

Please enter your corrected Date of Birth and approve the amendment

- Section1(1)

Date of Birth B/ 24/1962 B/24/1582

Update Info ancel] Clear Comments




N

Approving Section 1
Amendments

N



Approving Section 1 Amendments BALSUERUERS eIV ETINElelhely

in-person, the Section 1
Hello Bryce! Amendments Approval screen,

One or more items in Section 1 of your I-9 form are believed to be incorrect, shown here/ will be dlsployed.
following data fields appearing in Section 1 of the I-9 have either been flagge®
entered. Please enter or confirm the correct information in each New Value field to amend your current I-9.

This will take less time than asking you to fill out a completely new I-9 form.

I-9 Section 1 Amendments
Data Field Original Value New Value Reason Modified By Approval

[1] Date of Birth 1990-01-26 Smith, Jane *

Issues with I-9 Amendments

Class Type Section Item Explanation Status*

1-9 Error Section I Date of Birth Required Field. Should not be left blank. [ Valid |

* There are issues (errors) with the amendments as they currently stand. Please review each issue and make the appropriate correction(s) above. When done, click the
"Check Issues" button. If you have any questions for your HR, enter them into the "Approval Comments" box below.

Approval Comments
Please enter your correct Date of Birth and approve the Amendment.

|Update Comments | Check Issues




If applicable, employee enters or

Approvmg Sec’rlon 1 Amendments adjusts the New Value for each field.

Hello Bryce!

One or more items in Section 1 of your I-9 form are believed to be incorrect, out of date, or entered in error. As a result, the
following data fields appearing in Section 1 of the I-9 have either been flagged for your review or have proposed changes
entered. Please enter or confirm the correct information in each New Value field to amend your current I-9.

This will take less time than asking you to fill out a completely new I-9 form.

I-9 Section 1 Amendments
Data Field Original Value New Value Reason Modified By Approval

[1] Date of Birth 1990-01-26 02/26/1991 Smith, Jane *

Issues with I-9 Amendments

Class Type Section Item Explanation Status*

1-9 Error Section I Date of Birth Required Field. Should not be left blank. [ Valid |

* There are issues (errors) with the amendments as they currently stand. Please review each issue and make the appropriate correction(s) above. When done, click the
"Check Issues" button. If you have any questions for your HR, enter them into the "Approval Comments" box below.

Approval Comments
Please enter your correct Date of Birth and approve the Amendment.

\Update Comments  |Check Issues




In the Approval Comments section,
employee may view any notes
provided by the HR user, as well as
add comments/questions of their

Approving Section 1 Amendments

Hello Bryce!

One or more items in Section 1 of your I-9 form are believed to be incorrect,
following data fields appearing in Section 1 of the I-9 have either been flagge
entered. Please enter or confirm the correct information in each New Value field
This will take less time than asking you to fill out a completely new I-9 form.

I-9 Section 1 Amendments
Data Field Original Value New Value Reason Modified By Approval

[1] Date of Birth 1990-01-26 02/26/1991 Smith, Jane *

Issues with I-9 Amendments

Class Type Section Item Explanation Status*

1-9 Error Section I Date of Birth Required Field. Should not be left blank. [ Valid |

* There are issues (errors) with the amendments as they currently stand. Please review each issue and make the appropriate correction(s) above. When done, click the
"Check Issues" button. If you have any questions for your HR, enter them into the "Approval Comments" box below.

| Approval Comments |

Please enter your correct Date of Birth and approve the Amendment.

| have enterad my corract Date of Birth and will proceed with approving the amendment.

|Update Comments | Check Issues



Employee will be unable to approve
amendments if there are still Section

Approving Section 1 Amendments

Hello B P 1 issues that have not been
ello Bryce!

One or more items in Section 1 of your I-9 form are believed to be incorrect, amended or exempfed’ orif there

following data fields appearing in Section 1 of the I-9 have either been flaggdRAAOSHAL®] replocemen’r value provided
entered. Please enter or confirm the correct information in each New Value f by the HR user
This will take less time than asking you to fill out a completely new I-9 form. )

I-9 Section 1 Amendments

In these cases, the employee runs

Data Field Original Value New Value

error-checking by clicking the
[1] Date of Birth 1990-01-26 02/26/1991 CheCk |SSUGS buﬂ.on
Issues with I-9 Amendments
Class Type Section Item Explanation Status*
1-9 Error Section I Date of Birth Required Field. Should not be left blank. [ Valid |

* There are issues (errors) with the amendments as they currently stand. Please review each issue and make the appropriate correction(s) above. When done, click the
"Check Issues” button. If you have any questions for your HR, enter them into the "Approval Comments" box below.

Approval Comments

Please enter your correct Date of Birth and approve the Amendment.

| have entered my corract Date of Birth and will proceed with approving the amendment.

Update Comments



Once there are no remaining
Section 1 issues, employee approves
each amendment by clicking the |

Approving Section 1 Amendments

Hello Bryce!

One or more items in Section 1 of your I-9 form are believed to be incorrect, out of date, or entered in

Approve checkbox and then

the I-9 have either been flagged for your review or have proposed changes entered. C ||Ck|ng Elecfronica"y Sign
Please enter or confirm the correct information in each New Value field to amend your current I-9. Amendmenf

This will take less time than asking you to fill out a completely new I-9 form.
I-9 Section 1 Amendments

Data Field Original Value New Value Reason Modified By Approval

Harper, Bryce
1] Date of Birth 1990-01-26 02/26/1991 v
G 07/31/2018 @ 14:13:04 Ioopmie

If a proposed change above is not needed because the value is already correct, please let the HR know by entering a comment in the 'Approval Comments' field below. Once
all changes/confirmations are complete click the "Check Issues" button below to verify the changes.

Approval Comments
Please enter your correct Date of Birth and approve the Amendment.

| have entered my correct Date of Birth and will proceed with approving the amendment.

Update Comments _Check Issues_

Approve Amendments

Once all issues are addressed, click 'I Approve' next to each item above, then click the 'Electronically Sign Amendments' button below to finalize your updates.
< Electronically Sign Amendments >




Approving Section 1 Amendments

Employee confirms their
First Name, Last Name, Date of Birth,
and accepts the agreement.

Hello Bryce!

QOne or more items in Secti
the I-9 have either been ﬂ1

Please enter or confirm the

This will take less time than
I-9 Section 1 Amendmer]

Data Field

[1] Date of Birth

If a proposed change above|
all changes/confirmations a

Approval Comments

Please enter your correct Date

| have entered my correct Date

Update Comments | Check Is

Approve Amendments

Once all issues are address:

Employee will then enter a
e memorable answer to one of the
You. the employee, must approve the changes you made above by electronically signing this amendment 1o y C h OS e n sig anure q U esfio n s .

under penalty of perjury that the information you provided is complete, true and correct.

Step 1: Please verify that the first name, last name, and date of birth shown below belong to you by clicking the che:

Once these items are completed,
employee will click the
Electronically Sign button.

irst Name Bryce
ast Name Harper
date Of Birth 01/26/1991

Step 2: Read the following statement and select "l Accept' to acknowiedge your agreement:
ield below. Once

| consent to provide an electronic signature in connection with this Form 1-8 amendment and understand that by verifying my name and date of birth in Step 1

above. providing the requested information in Step * ow, clicking on the I Accept box', and clicking on the ‘Electronically Sign' button, that | am electronically
signing this amendment to the Form -9, and recording my intials and today’s date next to each amended entry. | understand that my electronic signature will

be binding as though | had physically initialed and dated this document by hand

O Accept

Step 3: Please select a signature question from the dropdown list. provide an answer, and click ‘Electronically Sign' to complete your electronic signature. The
question selected should call for information that you have committed to long-term memory and is not easily guessed or researched. Please note that the question
and answer may be presented to the Department of Homeland Security in the event of an audit as proof that you have electronically signed this document

New York

at is the name of the first major city you visited?

‘ Electronically Sign ’

Sign Amendments




Employee receives a confirmation

page and may print a receipt of
the approved amendment.

Approving Section 1 Amendments

19 No, 2218383

ﬁ A A o

), Company Employee Receipt of

GaE®  company slagan Electronically Filed Form I-9
I —

Section 1 Amendments

Welcome back Bryce!

You are currently up-to-date with your
employment eligibility paperwork.

There is nothing for you to do at this time.

If you would like to view and/or print a receipt for your electronic I-S, click Here.

[1. Date of Birth) Oniginally: “1990-01-26", Chsnged To: “01226/1991". Apgroved by. "Harper. Bryce” on 2018-08-01 & 08.06.42



Approving Section 1 Amendments

Guardian

Section 1 Amendments appear at
the top of the Amendments screen.

= 3 o - 2 i
P T——— Clicking the View I-? link will display
Dashboard B0ty (RedndociriBntsconp/gstdos/ ACE A0 S2HE SIS The |_9 PD F, WhiCh Wi” disploy Ony
5 s S .
1-9 for Harper, Bryce : : : amendments in red.
") N .-: BN ew E WPV:'-‘CC View E-Venty Refresh Upadate and 0 Bac Ipdate info Ga Back Deiete
Detalls 0OnDocs
I-9 Amendments ~
Data Field Original Value Modified By Approved By ,_
()} CataictEith A900E2% T;:g;:'zt?;yé 13:42:08 ?3535555%‘3 13:42:08
ssies with 1-9 Amendments ~



N

Section 2 & Section 3
Amendments

N



From the I-9 Forms Tab, locate

SeCﬁOn 2 Amendments the desired I-2 record and click on

_ the Date Created link.
G u ard Ian Announcements Help « Denise Moreno Logout

Dashboard Start |-9 E-Verify Reports

Bryce Harper

Q Employee Access Refresh Re-Evaluate Dashboards Update and Go Back pdate Infa Go Back Delete

Personal Job Details Tasks 1I-9 Forms DnDocs Login Info Custom Felds E-Verfy

& 2dd1-9 @ Add 1-9 for Remote Processing

-9 Viewr [Primary] Type Date I-0 Location I-9 Business I-0 Date Section 1 Section 2 Date Date Date
Number -9 [ * ] Setup RH/RA Created Name on Form Unit Started Signed Signed Completed Approved Expires

2675171 ﬂ [P] Electronic I-¢ Bryce, Harper Miami Eastern US 10/01/2020 10/01/2020 10/01/2020 10/01/2020 1070172020




SeCfion ? Amendmen'l's Select the Amendments Tab.

G uard ian Announcements Help + Denise Moreno Logout

Dashboard Start I-9 Employee « E-Verify Reports

1-9 for Harper, Bryce

d T View Employee View EVVEH.'.\' Refresh dea‘e and Go Back Jpﬂale Info Ga Back Deiete
Details onbocs Issues
1-9 Overview v

1-9 Information

< .
= |- No: 2,675,171 (Primary) 19 Location. | Miami v
= Type: Electronic I-9
Version. 3/17/20 1-9 Business Unit Eastern US v
Expires I-9 Hire Date: 10/01/2020
Date Completed: 10/01/2020
Date approved. 10/01/2020
Current Employee Information
Harper, Bryce
R Current Business Unit:  Eastern US View Employee
Current Hire Date: 10/01/2020
Section 1
Harper Bryce
Bryce, Harper Signed P ¥ View Section 1
10/01/2020 @ 10:23:26
Preparer/Translator
No Assistance Provided Signed View Prep

Section 2




To amend the I-9, click the

Section 2 Amendments Rdd bien,

G uardian Announcements Help « Denise Moreno « Logout

Dashboard Start -9 Employee » E-Verify Reports

I-9 for Harper, Bryce

I\) View Employee View E-Venty Refresh Updatle and G0 Back Jjpaate Info Go Back Delete

Details OnDocs Iscues Amendments

1-9 Amendments

Data Field 2 Original Value Amended Value Note of Record Modified By Approved By i

= No Amendments (1)

Issues with I-9 Amendments ~




Select the desired -9 section.

Section 2 Amendments

Section 3 will only be available if the

Guardian

-2 has one or more Sec

)

Dashboard Start1-9 Employee » E-Verify Reports
|-9 for Harper, Bryce % Amend I-9 ox
Go Back|
Details OnDocs Issues Amendments
Section Field to Amend Current Value
~
Saecbon 2 Header First Name Harper
‘| ’ Section 1 Secbion 2 Header Last Name Bryce
Data Field Original Value nended Va Section 2 Header Middle [nitial NjA Mod Approved By
Secbion 2 Header Immigration Status 1
Section 1 (1) List A 1st Document Title
(1) Dato of Birth et List A 1st Issuing Authanty Harper, '—‘ pe ‘EI',,‘l ] :

List A 1st Document Number
List A 1st Expiration Date
List A 2nd [ssuing Authority
List A 2nd Document Number
List A 2nd Expiration Date
List A 3rd Issuing Authority
List A 3rd Document Number
List A 3rd Expiration Date
List B Document Title

US Driver's License

List B Issuing Authority Florida

List 8 Document Number 1234567890
List B Expiration Date 10/10/2020
List B Military DL false

List B LIst B Photo confirmed false

LIst C Document Title

Social Security Card (Unrestricted)




e the desired field to amend.

Section 2 Amendments

-
Gua rd Ian Announcements Help + Denise Moreno Logout
Dashboard Start1-9 Employee E-Verify Reports
1-9 for Harper, Bryce 7y Amend 1-9 o x
|GoBack| =
Details OnDocs Amendments
Section Field to Amend Current Value
I-9 Amendments ~
List A 3rd Expiration Dat ‘
R B vien 1o S i e Explrstion; Date & ctions v @ Adivst -0 @ Add
' ’ Section 1 List B Document Title US Driver's License
yata Field Onginal Value Amended Yalue : ity Fi Hi Modifiad By Approved i
it List 8 Document Number 1234567890 |
Secaon
SUE EXpaton Date TO/10/2020
(I} Date of Birth 08/24/1982 List B Military DL false ot .
List B List 8 Photo confirmed false 2

List C Document Title
List C Issuing Authority
List C Document Number

Sedial Security Card (Unrestrictsd)
Social Security Administration
769-69-9974

List C Expiration Date N/A
Employment Start Date 10/01/2020
Employer Representative Last Name Morena
Employer Representative First Names Denise

Representatives Title
HR Date Signed
Business or Organization

Business Address

Training Consultant
10/01/2020 @ 10:28:20
Eastam US

100 N. Central Ave.

Business City Miami
Business State FL
Business Zip Code 55555




Click the Edit Field butfton, or double
click the field name.

Section 2 Amendments

-
Gua rd Ian Announcements Help + Denise Moreno Logout
Dashboard Start -9 Employee « E-Verify Reports
I-9 for Harper, Bryce %7 Amend 1-9 ox
Go Back |® - -
Detzlls OnDocs Issues Amendments
Section Field to Amend Current Value
1-9 Amendments Lot
List A 3rd Expiration Date it
e Refresh @ show Spedial Amendment Options ‘ View I-9 P 2
‘ ' Section 1 List 8 Document Title US Driver's License
d Original Value mended Va List B Issuing Authorty ords d By Approved By
- List B Document Number 1234567890
Section1(1) :
List 8 Explration Date 10/10/2020
(D Date of Birth S 'l - Section 2 List 8 Military DL false r« B
List 8 List B Photo confirmed false o i

List C Document Titie
List C Issulng Authority
List C Document Number

Soclal Security Card (Unrestricted)
Soclal Security Administration
799-69-9974

List C Explration Date N/A
Employment Start Date 10/01/2020
Employer Representative Last Name Moreno
Employer Representative First Name Denise

Representatives Title

HR Date Signed
Businass or Organization
Businass Address

Training Consultant
10/01/2020 @ 10:28:20
Eastern US

100 N. Central Ave.

Business City Miami
Businass State FL
Businass Zip Code 55555




Guardian

Dashboard Start 1-9

1-9 for Harper, Bryce

o Refresh @ show Special Amendment Options |l View 19

Section1(1)

Section 2 Amendments

Enter corrected value in the
New Value field.

If a value is already present in the
field, Strike-out Original Value will
be selected by default.

te of Birth

77 Amend I-9

./ Amend 1-9 for Harper, Bry IR e MIN= s Xasle Al bl

Section 2

Note

Field Name

CldValue 1234567890

New VaIJe( |12345678§ s I
S —

of

Ret

ord

Go Back| |Create Amendment| [Crea

enable/disable this setting.

- e 7 o rwu

Document #

btrike-out Original Value




If desired, enfer the reason for the

SeCﬁon 2 Amendments update. It will appear as a foothote

on the |-2 image.

Guardian

Dashboard Start -9 Employee « E-Verify Reports

1-9 for Harper, Bryce 7y Amend 1-9 ox
' wn | /Amend I-9 for Harper, Bryce
1-9 Amendments Go Back| |Create Amendment| |Create Amendment and Add Another| >
e Refresh @ show Spedial Amendment Options ‘ View I-9
Section 2
Data Field Original Value Amended Value Modified By Approved By

Coction 1 (1) = ame Document #

Cartification: | smast, sacor pesalty of pedury. at (1] | have examised the Ereseand by
12) 3 3boveis1ed documentis) appear 10 be gomeine and 10 FANG b the ampieyes NaMod. 3nd (3) 10 the best of my Knowleaga the

epleyee o uhries o ok n 9 e Sises. Value 1234567890

The Vi o0v2018 (Soe nstructions for sxemptions)

| Bgpaetire of Ercboyer cx Aubocred Represenates Todays Dats (renidbany) | Thie of Ervplyer or Autscetzed Ruprmasctetan

Strike-out Original Value

13141 N Cantral Ave

3. Reverification and Rehires To te and oy o auihorzed represevtatve.)
R T e vy e (VTS |z5as6758

Laet Name (Farmdy Namal ot Nome (Grven Namet Mede et | Date esatiyr

[C. 1 the erghoyees o
|scetrning empurment autrcnzztos i e spose srcwaed besaw.
Jocamart [a Donmest Horser

vk e or e docueri o feme thet estatkshes

Ttk under panaty ST pericry, Uik 0o By bovt of my Rlede, Uil spioree s Sothoroed B
the eyl prsamod Gonzmrisal{sh $ve docasmbotia) | v masnsinad sppie $a be ot
h

Sprsture of Frrchoyes or Mrhorand Represeninive | Today's Cae v 7)

Foue 19 0771217 N
(1) Corrmctend onginat List 8 Document




. Click Create Amendment, or if
SeCHOn 2 Amendments addifional fields need amending,
: continue by clicking the Create
Guardian Amendment and Add

Dashboard Start -9 E-Verify Reports Anoth er b U TTO n.

1-9 for Harper, Bryce % Amend I-9 ox

e i i e /Amend I-9 for Harper, Bryce
1-9 Amendments Go Bacl:i |m] Ilmm =

e Refresh @ show Spedial Amendment Options ‘ View I-9 & Actions v | @ Adjust I-9 . Add
D F Amended Va

Section 2

Section1(1) Field Name  Document #

I} Date of Birth 1962-08-2 08/24/1582 CldValue 1234567890 -ll":a; 13:42:08 4 07 :i: 13:42:08

Strike-out Original Value

New Value [[23456788 ]

Note of Record |




Section 2 Amendments

Guardian

Dashboard Start1-9 Employee »

1-9 for Harper, Bryce

Details OnDocs Issues Amendments

I-9 Amendments

ta Field Original Valus Amended Va

Section1 (1)

ue

E-Verify

If amending a Document Title, @

dropdown will be provided of the
acceptable documents.

Reports

77 Amend I-9

(I} Date of Birth 1562-08-24 08/24/1982

./ Amend 1-9 for Harper, Bryce

Field Name

0ld Value

New Value

Note of Record

Go Back| |Create Amendment| |Create Amendment and Add Another

& Mctions v Q@ Adjust -0 @ Add

Modifiad By Approved 8

Document Title

US Driver's License

ptrike-out Original Value

[ -

| US Driver's License
ate Pnoto ldentfication Card
Federal, State, or Local govt 1D w/photo
Voter's registration card

School ID w/photo

US Military Card or draft record

Military Dependent's 1D card

US Coast Guard Merchant Mariner Card
Native American Tribal Document
Canadian Drivers license




To strikeout a document previously

SeCtion 2 Amendmenfs selected, select the blank

New Value opftion.

Guardian

Dashboard Start -9 Employee « E-Verify Reports

I-9 for Harper, Bryce % Amend 1-9 ox
| /Amend 1-9 for Harper, Bryce
1-9 Amendments Go Back| |Create Amendment |Create Amendment and Add Another
e Refresh @ show Spedial Amendment Options ‘ View I-9
Section 2
Data Field Original Value Amended Value
Section1(1) Field Name  Document Title
(£} Date of Birth 1962-08-24 08/24/1982 OldValus  US Driver's License '*

trike—out Original Value

Note of Record

State Photo Identification Card E
Federal, State, or Local govt ID w/photo
| Voter's registration card

School ID w/photo

US Military Card or draft record

Military Dependent's ID card

US Coast Guard Merchant Mariner Card
Native American Tribal Document
Canadian Drivers license




Section 2 Amendments

Guardian

To strikeout a data field that will not
be replaced, select the radio

button indicating N/A as the entry.
Or, if the N/A option isn’t visible,

Dashbecar Stat -5 E-very Reports insert a space in the data field.
1-9 for Harper, Bryce 7y Amend 1-9 ox
e | /Amend I-9 for Harper, Bryce
I-9 Amendment: \Go Back |Create Amendment |Create Amendment and Add Another 2
e Refresh @ show Spedial Amendment Options ‘ View I-9 & Actions v | @ Adjust I-9 . Add
D F rigi Amended Va 2 o pEENes
Section1(1) Fisld Name  Expiration Date

1) Date of Birth

OldValue  10/10/2020

Strike-out Original Value

N/A |
) New Date (MM/DD/YYYY) ® N/A

New Value

Note of Record |




Section 2 Amendments

Guardian

Dashbeard

Note of Record

E-Verify

Reports

User can double-click the
unapproved amendment to edit.

User can also click the Garbage Can

icon to delete an unapproved
amendment.

Once approved, amendments
cannot be edited or deleted.

Start -9
I-9 for Harper, Bryce
W
Detalls 0onDocs 1s5ues Amendments
1-9 Amendments
x," Refresh @ sl a'u"c\v -9
Data Field Original Value Amended Value
= Section 1 (1)
(I) Date of Birth 1962-08-24 08/24/1982
= Section2 (1)
<. II-B) Document # , 1234567890 123456788

Harper, Bryce

Harper, Bryce
10/07/2020 @ 13:42:08

10/07/2020 @ 13:42:08

Moreno, Denise

10/07/2020 @ 14:27:45 @




N

Approving Section 2 & 3
Amendments

N



Approving Section 2 & 3 Amendments Once all Section 1 Amendments
have been approved, the Actions

pull-down menu will allow the user to
Approve Non Section 1 Amendments.

Guardian

Dashbeard Start |-9

E-Verify Reports

I-9 for Harper, Bryce
‘-,) View Employee View E-vVenty Refresh paate ana 5o Back pdate info Go Back Delete
Details OonDocs Issues Amendments

1-9 Amendments

Amended Value Note of Record Modified By

Data Field Qriginal Value

= Section1(1)

o z 5 Harper, Bryce
) Dat 1062-08-24 {2419 /
(I) Date of Birth 62-08-2: 08/24/1982 10/07/2020 @ 13:42:08

= Section 2 (1)

Mareno, Denise
10/07/2020 @ 14:27:45 i

(II-8) Document = 12345678590 123456788




Approving Section 2 & 3 Amendments User enters their Guardian password
(or SSO credential) and clicks Submit

to approve the Non-Section 1

Guardian

amendments.
Dashboard Start -9 E-Verify Reports
8 Approval ——
J [-9 for Harper, Bryce [ View PDF ]
WARNING!
You Are About to
Permanently Amend

Section 2 and/or 3 of this |-9!

Please be advised that if you continue, the amended data values
contained in sections 2 and 3 will be saved permanently and cannot be
changed again! Each data value on the I-9 form can be amended only
one time. If mistakes are found after approving the amendments, a
new [-9 will have to be created.

Please be sure to review the new form now and verify that it Is correct.

Submit




N

Adjusting Amendment
Position

N



FAQ - Adjustments

What types of adjustments can be made to the image?

All amended data (information appearing in red on the [-2) may be
moved to ensure legibility of the correction and original data. Strike-
through lines may be shortened or lengthened based on necessity.

How do adjustments appear on the PDF image of uploaded
Paper Form |-9s?

Corrections and adjustments appear on the new PDF version of the
corrected |-? in red print along with the inifials of the individual who
approved the amended values. Initial placement is based on the assumed
position of the |-9 field on the page.




From the I-9 Forms Tab, locate

AdeSﬁng Amendment Position the desired I-9 record and click on

. the Date Created link.
G uard |an Announcements Help + Denise Moreno « Logout

Dashboard Start 1-9 E-Verify Reports

Bryce Harper

v Employee Access Refresh Re-Evaluate Dashboards Update and Go Back Update Info Go Back Delete

Personal Job Detads Tasks 1-9 Forms OnDocs Login Info Custom Flelds E-venfy

& Add 19 @ Add 1-9 for Remote Proces

19 view © [Primary] Type Date I-9 Location 1-0 Business 1-9 Date Section 1 Section 2 Date Date Date
Number -9 [ * 1 Setup RH/RA Created Name on Form Unit Started Signed Signad Completed Approved Expires

2675356 m [P] Archival Paper [-Q @ Harper, Bryce DM Import Central US 08/01/2020 10/07/2020 10/07/2020




Adjusting Amendment Posifion [EEEEEEREFUILEUIIAEES

G uard ian Announcements Help + Denise Moreno Logout

Dashboard Start -9 Employee « E-Verify Reports

1-9 for Harper, Bryce

\) 7 View Employee View E-Venfy Refresh Update and Go Back Update Info Go Back Delete
Details OnDocs Issues
1-9 Overview v

1-9 Information

< o N :
= I-0 No 2,675,356 (Primary) 19 Location: | DM Import X
2 Type: Archival Paper I-9 .
1-9 Business Unit Central US v
Version i s
1-9 Hire Date
Expires
Date Completed: 10/07 /2020
Dale approved. 10/07/2020
Current Employee Information
Harper, Bryce
Tpetey Current Business Unit:  Central US View Employee
Current Hire Date: 08/01/2020
Section 1
Harper, Bryce Sianed: 0g8/01/2020 View Section 1
Preparer/Translator
No Assistance Provided Signed View Prep

Cartinn 2




Click Adjust I-9.

Adjusting Amendment Position

. If Adjust I-9 is greyed out, either no
Guardian | amendments have been made, or
Dashboard Start 1-9 Emp ) E-Verify Reports The |_9 imoge hOS no‘l- ye'l- been

I-9 for Harper, Bryce

uploaded to OnDocs.

l\) View Employee View E-Venty Refresh na ac P 30 Back Delete
Details onDocs Issues Amendments
1-9 Amendments -~
& Acvons v @ adyust 1-9 V@ Add

Data Field Original Value Amended Value Note of Record Modified By Approved By _
- Section1(2)

iy Harper, Bryce Harper, Bryce

(1) City Sfmone iz 10/07/2020 & 15:55:23 10/07/2020 @ 15:56:05

(1) Other Names Used None N/A Harper, Bryce Harper, Bryce

10/07/2020 @ 15:55:31 10/07/2020 @ 15:56:05




The uploaded I-9 appears and

Adjusting Amendment Position fhres ser erigyinsmeet e

. amendment positioning.
Guardlan nnouncements He ~ enlx

¥ Amendments - Google Chrome
Dashboard Stal @ uvatllawlogix.com/4DCGI/WEB_Menu/1387628520/1542/-11410/1/4DWPG_1007107569827 (O}
1-9 for Harper, B tncsieh lon Crim ) et
=39 Tor Harper, ce
p ! r\/ Refresh
» Field Name *  Old value New Value fate Infe Go Back Delete
I) G Pheonix Phoenix
Details Onlocs Issues D) Gy X oSOt 2 Pers
(1) Other Names Used Nore NA Employment Eligibility Verification USCIS
Department of Homeland Security Form 1.9
I-9 Amendments U.S. Citizenship and Immigration Services
— — _ e — S w
» START HERE: Read caretully beforo this form. The mast be available, either In paper or elactreaically S Ac -
> during compeetion of this farm, Employers are Natie for arrore in the compietion of this form.
Data Field $ Original Value ANTI-DISCRIMINATION NOTICE: It it iizgal to dracrimnate agains: work-authorze individusts. Ermcloyers CANNOT spectty which Gocumsen(s) an Approved By
amplayee may procon. 0 ostabioh Cl"ﬂ!)'/'ﬂn'l aumnanzanen and isentty. The refuzal to fure of contnue lo emplioy wr indvidusl because the
documsc L2600 presentsd has a \.Vl.wol:l'.l'):'l date may aco congitute Ragal decrrenston
= Section1(2) Section 1. Emp et
maywﬂma'yuurwommv ut not bafors accenting o Y aMiTzo
’l'y Narme (Fannly Noows) Fust Nams (Giwo Mime) Mdcle ingal 0t B Names Used ¢ ay) Har r
. o S VT pestedlioy) per, Bryce
O City Pheonix Ha Yper BYce J/A 10/07/2020 @ 15:56:05
v (Svow! Nmber and Narme)
Harper, Bryce
(I) Other Names Used None & T o 10/07/2020 @ 15:56:05
} com | AVA
Items Placement | am aware that federal law provides for imprisonment andior fines for fales etatemonts or use of false documents in
connection with the complotion of this form.
To adjust an amended item, strikeout or audit I attest, under penalty of perjury, that | am (check one of the following boxes|
label: D(]| A cilizen of the Urited Stales
[7] 2. & rancitizen nabonsl of e Unibed Ssms (Sas iostucians) =
1. Click the desired amended item from the list LT3 & oAt pamtodicodta . (em Biglebiiortoctsl M Mty K3/ K —
above. Its parts will appear on the right. D e e e e ey,
Avwes Aunized (0 ProAcs ey e O T oo document nuTeors fo compoto Form - o o A8
2. Click the - the -’ orthe An A Rugisivarion MumbecUSCIS Atunbe ¢ .I-ae Ackossn Mo OR Foriwgn Passport Imeor
2iad - . ben Regi Y = A
laudit| to initiate edit mode on that item part. ARl Mot A8 Mk, I
‘ 2.Form 104 Admisaon Numoer: [\ ' A -
3. Simply drag the part to its optimal location. You » ?R' | A
3 ¥ A g Forsign Passport Numbier | A
can also adjust the width of the strikeout by dragging ,‘_,:.\.,V,.,m,.:, & lt'\.
Issues with 1-9 Amendments its lower riaht corner. - —— — — A




Adjusting Amendment Position

Guardian

Dashboard Stal
I-9 for Harper, Bryce
v/
Details OnDocs Issues

1-9 Amendments

Data Field

Original Value

= Section1(2)

(D) City Pheonix

(L) Other Names Used None

Issues with 1-9 Amendments

¥ Amendments - Google Chrome

& uatllawlogix.com/4DCGI/WEB_Menu/1387638520/1542/-11410/1/4ADWPG
Amended Ttems
Refresh i Print I-9
Field Name Old Value New Value
— s
Pheonix Phoenix ]
I e 1173

Items Placement

To adjust an amended item, strikeout or audit
label:

1. Click the desired amended item from the list
above. Its parts will appear on the right.

2. Click the [amended item), the [iSBIN. or the

to initiate edit mode on that item part.

3. Simply drag the part to its optimal location. You
can also adjust the width of the strikeout by dragging
its lower right corner.

Employment Eligibility Verification
Department of Homeland
US. Citizenship and Immigr

» START HERE: Read

this form. The

If the amendment positioning
requires adjustment, click on the

desired amendment to be
repositioned on the Amended
ltems list on the left.

Delete

Go Back

meust be avsilable, either in papec or electroaically

ANTIDISCRIMINATION NOTICE: 1 15 ilzgal to dscrimnate eqainst work-aufhorize indiridusts. Erncloyers CANNOT specty which cocumsa(s) an
Smplayee may presont. o CStsbiah amploymant aunanza9on and isentty. The refhzal 1o hire or continue lo empioy wr intdFyidusl because the
on dato may also congibuts Megal decriminstion

documentston presen

Section 1.

carefully before
during compéstion of this farm. Empicyses are Habés for errors in the compietion of this form. =

hat 3 o oxpi

Approved By

ion and A

e mus} ramb(sams)gnsew'm 1.0f Form 1-9 no laler

| Sl

Harper, Bryce
10/07/2020 @ 15:56:05

el Namber and Name)

W Main”

Harper, Bryce

(e

10/07/2020 @ 15:56:05

| am aware that federal lay

w provides for imprisonment andior fines for falso statomonts or use of fise documents in

connection with the complotion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes|

[] 2. & rancitizen nations] of Fe Unie! S (Sas insructians)
[] 3. A tawhit perrsasnl resscent.  (Alien Rogistraton NumbanUs!

[ ] 4 An aden suthorized to work  untt (expiration date,
n the expkation date fieic

e liens may arite

Atwcs SUiorzed (o

An Aban Regisiaran Mumbe

1. Aben Registraton Numder/Li

OR

7

P
us

‘ 2. Form 104 Admisaon Numoer:

OR

3. Forsign Passport Numbier

Courtry of Issuance

CIS Meunbir OR Foum

polcasis, mmCaYyyyy

NS Crny G O I Ao docy
04 Ak s Nevmder OR Forwgr) Eassport Nmeor.

S Numdor).

W/
,\_\jl\

t numbers o complato Form 19

thons,




Adjusting Amendment Position

Amended Items

ue‘ Refresh i Print I-9

Field Name f Old Value New Value
(I) City Pheonix Phoenix
(I) Other Names Used None N/A

Items Placement

To adjust an amended item, strikeout or audit label:

1. Click the desired amended item from the list above. Its parts will appear
on the right.

2. Click the [amended item), the [l or the |audit] to initiate edit mode on

that item part.

3. Simply drag the part to its optimal location. You can also adjust the width of
the strikeout by dragging its lower right corner.

Amended Item
Field Name (I) City
Old Value Pheonix

New Value Phoenix

Preview Adjustment

£ \E | IH‘de |ResEt Ilgihilii) Verification USCIS

1

) /3 Department of Homeland Security Form 1-9
Ny USS. Citizenship and Immigration Services B . AQ1S- e

» START HERE: Read Instructions carefully before completing this form. The instructions must be available, either in paper or slectronically
during completion of this form. Employers are Nable for errors in the completion of this form

ANTIDISCRIMINATION NOTICE: it is ilegal to discriminate aganst work-authorized individuals, Employers CANNOT specty which docurmentis) an

e plary y present to estabish employment authorzathon sr

dentity. The refusal to hire or continue to employ an individual because the
snted Nas 3 AUture expiraton oate may MsS0 CONSITUE HegH CREcaminanon

Section 1. Employee Inform and Attestation (Empioyees must compiete and sign Section 1 of Form 1-0 o later

than the first day of employment, but no acoeping a job offer.)
agt Name {Famiy Name, Fost Civen Neme) {Y.‘ri{:ﬁ Intial Other Last Names Used (F any)
) YA = A | >
l‘t_._,‘ﬂ‘(,- [0 | \) =
[ v — " T Tl Aud
Acdress (Stroet Number and Name) Apt. Nyrnbar o L
. o A
- - L. - J I\ -
\C22 W NG\ N/ _‘\\_ AR L]t
Date of Birtn (mmidavyyyy) U.S. Social Security Numbes Employee’s E-mail Address [Em
O\ &g 141 I AT/

| am aware that federal la
connection with the compl

User clicks on the Adjustment tab
S at the top of right.

[— 2. A noncifizen national of tf

[ 3. A krwiul permanant residd

4. An alien authorzed 10 wo

Three (3) fields will appear:
Yellow - Amended Value
Green - Inifials and Date

Red - Strikeout (if used)

Soma aliens may writa "N
Alons authornzed 1o work m
AT Ay Registration M
1. Alien Registration Number!|

OR
2 Form |84 Admession Numb

OR

1 Fresion Pacenan Nienhar



Adjusting Amendment Position

Adjustment

Amended Items

%" Refresh B Print 19

Field Name Old value New Value
(I) City Pheonix Phoenix
(I) Other Names Used None N/A

Items Placement

To adjust an amended item, strikeout or audit label:

1. Click the desired amended item from the list above. Its parts will appear
on the right.

2. Click the |amended item|, the - or the to initiate edit mode on

that item part.

3. Simply drag the part to its optimal location. You can also adjust the width of
the strikeout by dragging its lower right corner.

Amended Item
Field Name (I) City
Old Value Pheonix

New Value Phoenix

Preview

gibility Verification USCIS

partment of Homeland Security 'N:ﬁfm 1-9
e, - ’ N ) Y
U.S. Citizenship and Immigration Scrvices Expires “" ”‘;;:

» START HERE: Read instructions carefully batore completing this form. The instructions must be avallable, sither in paper or electronically,
during ion of this form. Employers are llable for errors in the compietion of this form.

ANTLOISCRIMINATION NOTICE: It is ilegal o aganst work 2ed indivicusls, Employers CANNOT specty which document(s) an
amployee may present to estabish amploymant authorzation snd identity, The refusal to hire or continus 10 employ an individual because the
VAR T s Lrentben i 3 AALre SXpraton Cate Mmay 0 CONSINLe HEQgAal (MCn mnation

lsmntmmfom“mnmmwmmmmmumhm
than the first day of employment, but rot before accepting a job offsr.)

(L Nama (Fu:{ﬁy Namas) Frst Name (Ghven Neme) idde Intial Omer Laat Names

ﬁ(w pex v Ce AVIA \ihne

| Acddress (Stroet Number and Name) Apt. Number rC_bly‘ur}t H 1 DPfV;oo:

| = . \ | ‘Ph {

1_\_7{9 W Main St }\\)ﬂ [ RACy L —— wnz | 25000
Date of Binn (mmtidyyyy) ilu.s. Socil Securty Number | Emgloyoe’s E-mail Address Empioyee’s Teephons Number
o2 A0 || ARERRnID - |
| am aware that federal law -

e i User will select the Yellow bar

| attest. under penalty of p

Feeesees (OMended value) and reposition the
Ej::j";::;‘ bar by clicking and dragging it to
Bl (e desired area within the field.
Pt The Green bar (initials and date) will
e nove with the Yellow bar, as long as
the Update button is selected.

2 Form |94 Admession Numbal
OR
3. Forsign Passport Numba(:



Adjusting Amendment Position

Amended Items

q.‘ Refresh a Print I-9

Field Name “  0ld Value New Value
(I) City Pheonix Phoenix
(T) Other Names Used None N/A

Items Placement

To adjust an amended item, strikeout or audit label:

1. Click the desired amended item from the list above. Its
parts will appear on the right.

2. Click the amended item], the [EINGENN; or the to

initiate edit mode on that item part.

3. Simply drag the part to its optimal location. You can also

adjust the width of the strikeout by dragging its lower right
corner.

Amended Item

Field Name (I) City

Preview Adjustment

Employment Ell Hide |Update Cancel
Department of &
USS. Citizenship and Immigration Services

If a Strikeout is used, the line can also

be repositioned and resized.

USCIS
Form 1-9

OMB No 16150047

Experes 08312019

» START HERE: Raad instructions carefully betore completing this form. The instructions must be avaliable, either in paper or skectronically,

wmuummauumnumu—nm
ANTLDISCRIMINATION NOTICE: l!l.lbg.lh‘ ‘. ric-autharizad

A individuals Employers
m)mmmmh WW“M.TNMBM&MMUM
the documentation presentad has a future expiration date may also constitute dlegal discrimination.

(Street Numbev and Neme)

\’L3 Moy eee

Date of Birth (mmiaddyyyy) | U.S. Social S N

=20 \AA0 | FRB BE - BHEB] Ronaeuws®eshcs

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in

connection with the completion of this form.
1 attest, under penalty of perjury, that | am (check one of the following boxes):

1. A citizen of the United States
[[] 2. A noncitizen nasonal of the United States (See instructions)
[J 3 Aewhip (Ajan Ragi Number/USCIS )

] 4 An sben sumorized 10 work it (expaation date. f appicaia, MVSGYYYY): AN
Some alens may writs "N/A™ in the expiration date Seld (See instruchions)

mw.m.‘mmmwu v o Form 10
An Alen R OR Eorm 164

1. Asen enscis e N /A
2. Fom 194 N/A
OR




Adjusting Amendment Position

Amended Items

q“ Refresh a Print I-9

Field Name

Old Value New Value
(I) City Pheonix Phoenix
(T) Other Names Used None N/A

Items Placement

To adjust an amended item, strikeout or audit label:

1. Click the desired amended item from the list above. Its
parts will appear on the right.

2. Click the amended item], the [EINGENN; or the to

initiate edit mode on that item part.

3. Simply drag the part to its optimal location. You can also

adjust the width of the strikeout by dragging its lower right
corner.

Amended Item

Field Name (I) City

Once the desired field adjustments

have been made, click the
Update button.

Preview Adjustment

@

» START HERE: Raad instructions carefully betore completing this form. The instructions must be avaliable, either in paper or skectronically,
during completion of this form. Empioyers are liadls 1or ervors in the completion of this form.

Employment El Hide ‘Cancel Reset I USCIS

Department of & ou: ::T“';:w
U.S. Citizenship and Immigration Services Expares 0873172019

ANTLDISCRIMINATION NOTICE: It is llagal t i inst workc-autharizad individuals Employers CANNOT specify which
m)mwnwmbmwmnm The refusal to hire or continue 1o employ
an individual bx the documentation pr d has a future expiration date may also constitute dlegal discrimination.
. must compiete and sign Section 1 of Form I8 no lafer
the first of but not before accepting a job offer)
Last Name (Family Name) First Name (Givent Name) Miode intal Other Last Names Used (¥ any)
Hacper

Address (Streel Number and Neme)

\'L3 NMawnSkreee

Daite of Birth (mmadyyyy) | U.S. Socal S

=20 \AA0 | FRB BE - BHEB] Ronaeuws®eshcs

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

1 attest, under penalty of perjury, that | am (check one of the following boxes):

1. A citizen of the United States
[[] 2. A noncitizen nasonal of the United States (See instructions)
[J 3 Aewhip (Asan Ragi Number/USCIS )

] 4 An shon suorized 10 work it (expiration date.  appicatie, mmasayyyy: _ A)
Some alens may writs "N/A™ in the expiration date Seld (See instruchions)

o t Form 19 . —
mm.m.‘mul’wo::m.“ v " CI
1. Allen USCIS Nurmber- N/A
OR
2. Fom 104 N/A




Adjusting Amendment Position

Amended Items

qﬂ" Refresh

Field Name Old Value New Value
(I) City Pheonix Phoenix
(T) Other Names Used None N/A

Items Placement

To adjust an amended item, strikeout or audit label:

1. Click the desired amended item from the list above. Its
parts will appear on the right.

2. Click the famended item], the [EGEN, or the to

initiate edit mode on that item part.

3. Simply drag the part to its optimal location. You can also
adjust the width of the strikeout by dragging its lower right
corner.

Amended Item

Field Name (I) City

User clicks on the Preview Tab again
to ensure that the amendment has
been positioned correctly. Repeat

the repositioning process, if needed.

Adjustment

o>

Employment Eligibility Verification USCIS
Department of Homeland Security omf ::':'6,‘;3“7
U.S. Citizenship and Immigration Services Expires 08/3172019

> START HERE: Read | i fully before ing this form. The | must be
during completion of this form. Wmmm.mlnmcmalwbm
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the doamontahon presen s a future expiration date may also constitute illegal discrimination.

either in paper or electronically,

Las( Name (Family Name) Middle Initial Other Last Names Used (if any)

P\G( p@P .Bf% (‘/C Mé" N/A BH 8318
Address (Street Number and Name) Apt. Number or Town . BH 8318 State ZIP Code
\Z3 NN\ eee Wﬂc —. 85000
Telephone Numb

Date of Birth (mm/dd¥yyy) | U.S. Social Security Number Ismwee-asmm wloyee's
O\ -2~ \AA0 |FFR- iRl - FRERID gnavews@¥estcom N /4

| am aware that federal law pr weeelOF fines for false statements or use of faise documents in
connection with the completion oﬂhlﬂoﬂn

| attest, under penalty of perjury, that | am (check one of the following boxes):

M1 A citizen of the United States

DzAmndumnmuonmuwstquummmq

[ 3 Alawhlp t (Alien Registration iscis 3 N/A

[] 4. An alien authorized to work _ until (expiration date, if applicable, mmadiyyy):  AJ A
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the to comp Form 1-8:
tio NWNS%MMORMLMMMNMMORF«WWNUMMI

Do Not Wite In This Space

l QR Code - Section 1

An Allen Regists
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Exempting Issues

N



FAQ - Exemptions

What is an exemption?

Exemptions provide authorized users the ability to “waive” -9 issues flagged by the
Guardian system. This may be useful for items that may not be correctable or are
determined to not need correction.

Who can exempt issues in the system?

System Administrators determine which Guardian Users shall be granted
authorization to exempt issues by setting privileges within user profiles.

What happens to an exempted issue?

An exempted issue will continue to be displayed on the employee’s -9 Issues tab.
However, it will not appear in an Issues Report or appear as part of the employee’s
I-? issue count on the Pending Issues Dashboard.




From the I-9 Forms Tab, locate

Exempﬁng ISSUGS the desired I-2 record and click on

_ the Date Created link.
G u ard Ian Announcements Help « Denise Moreno Logout

Dashboard Start |-9 E-Verify Reports

Bryce Harper

Q Employee Access Refresh Re-Evaluate Dashboards Update and Go Back pdate Infa Go Back Delete

Personal Job Details Tasks 1I-9 Forms DnDocs Login Info Custom Felds E-Verfy

& 2dd1-9 @ Add 1-9 for Remote Processing

-9 Viewr [Primary] Type Date I-0 Location I-9 Business I-0 Date Section 1 Section 2 Date Date Date
Number -9 [ * ] Setup RH/RA Created Name on Form Unit Started Signed Signed Completed Approved Expires

2675171 ﬂ [P] Electronic I-¢ Bryce, Harper Miami Eastern US 10/01/2020 10/01/2020 10/01/2020 10/01/2020 1070172020




Select the Issues tab to view any

Exempﬁn |SSU€S unresolved issues with the

employee’s |-9.
Guardian Announcements Help + Denise Moreno Logout

Dashboard Start1-9 Employee » E-Verify Reports

1-9 for Harper, Bryce

v View Employee

Details 0nDocs @ Amendments

Reftresh Update and Go Bac Ipdate info Gao Back Delete

Refresh ¥+ Un-Group

Class * Type Section Item Explanation Status

= 1-9(16)
I-9 Error Secbon 2 Date Hirad Required Field. Should not be left blank. [ valid ]
1-9 Error Section 2 ListA, 8, orC No document selected in any calumn via popup menu. A document from List A, or 1 each from List B and C are required. [valid]
I-g Error Section 2 Title Required Field. Should not be left blank. [ Vvalid ]
-8 Error Section 2 Date Signed Required Field. Should not be left blank. [ valid |
1-9 Error Section 2 Business or Organization Name Required Fleld, Should not be left blank. {valid]
-8 Error Section 2 Business or Organization Address Reguired Field, Should not be left blank. [ valid ]
1-9 Error Section 2 Business or Organization City or Town  Required Field. Should not be left blank. [valid]
-3 Error Section 2 Business or Organization Zip Code Required Field. Should not be left blank. [ valid ]
1-9 Error Section 2 Business or Organization State Required Fleld, Should not be left blank. {vaid]
-4 Error Section 2 First Name (Verifier) Required Field. Should not be left blank. [ valid ]
-9 Error Section 2 Last Name (Verifier) Required Field. Should not be left blank. [valid]
1-9 Error Section 2 First Nama {Given Name) Required Field. Must enter employee’s first name from Section 1. [Valid]
-9 Error Section 2 Last Name (Family Name) Reguired Field. Must enter employee’s last name from Section 1. [valid]
-4 Error Saction 2 M.IL Required Field. Must enter employee’s middle initial or N/A from Section 1.
-9 Error Section 2 Citizenship/Immigration Status Required Field, Must contain the number correlating to the employee's citizenship or immigration status from Section 1.

-9 Warning  Secban 2 Date Signed Section 2 is signed mare than 3 days aftar the emplayes's hire date.




Issues can also be viewed from

Exempﬁng Issues the Amendments tab by expanding

G uard ian Announcements Help + Denise Moreno Logout

Dashboard Start -9 E-Verify Reports

1-9 for Harper, Bryce

\) k View Employee View E-Venry Refresh ‘deai& and Go Back dea(e Info Ga Back Deiete
Details onbocs Issues
1-9 Overview v

1-9 Information

< .
P -9 No: 2,675,171 (Primary) 1-9 Lacation Miami v
= Type: Electronic I-9
Version. 3/17/20 I-9 Business Unit Eastern US ¥
Expires I-9 Hire Dat=: 10/01/2020
Date Completed: 10/01/2020
Date approved. 10/01/2020
Current Employee Information
Harper, Bryce
R Current Business Unit:  Eastern US View Employee
Current Hire Date: 10/01/2020
Section 1
Harper Bryce
Bryce, Harper Signed P ¥ View Section 1
10/01/2020 @ 10:23:26
Preparer/Translator
No Assistance Provided Signed View Prep

Section 2




If the Issues are not yet populated on

Exempﬁng Issues this panel, click Check Amended I-9.

Guard ian Announcements Help + Denise Moreno « Logout

Dashboard Start 1-9 Employee » E-Verify Reports

1-9 for Harper, Bryce

> View Employee View E-Venfy Refresh 50 Back Upaate Info Go Back Delete
Detalls OnDocs 1ssues Amendments
I-9 Amendments ~
n,“ Refresh @ st S Q 0 a View I-9 - @ Adjust I-9 & add
Data Field Original Value Amended Value Note of Record Modified By Approved By 5[
Issues with I-9 Amendments 5
x" Refresh T+ Group "y Check Amended 1-9 . Exemption History

Class Type * Section Ttem Explanation Status

No Issues




Issues with a Status of Valid have not

Exempﬁng Issues been Exempted.

Guardian | To Exempt an issue, click the
| Empioy | Valid link and wait for the screen
1-9 for Harper, Bryce TO refreSh.

\) View Employee

Dashboard Start |-9 E-Verify

Refresh Update and Go Back Jpdate Infc Go Back Delete
Details OnDacs Issues Amendments

1-9 Amendments

:. View 1-9 &b Actions « Q Adjust 1-9 ‘ Add

Data Field Original Value Amended Value Note of Record Modified By Approved By i

1ssues with 1-9 Amendments

> Refresh Yo Group A Check Amended [-9 ‘ Exemption History
Class Type Section Ttem Explanation Status
e Error Sechbon 2 Date Hired Requirad Field. Should not be left blank. [Valid ]
1-9 Error Section 2 ListA, B, or C No document selected in any column via popup menu. A document from List A, or 1 each from List B and C are required. [ valic
I-¢ Error Sechbon 2 Title Required Field. Should not be left blank.
-9 Efror Section 2 Date Signed Required Field. Should not be left blank.
I-9 Error Section 2 Business or Organization Name Required Field. Should not be left blank.
1-9 Error Section 2 Business or Organization Addrass Required Field. Should not be left blank.
1-¢ Error Secton 2 Business or Organization Oty or Town  Requirad Field. Should not be left blank.
1-9 Efror Section 2 Business or Organization Zip Code Required Field. Should not be left blank.
I-9 Error Section 2 Business or Organization State Required Field. Should not b left blank.

1-9 Error Section 2 First Name (Verifier) Required Field. Should not be left blank.
I-9 Error Section 2 Last Name (Verifier) Required Field. Should not be left blank.

I-9 Error Section 2 First Name (Given Name) Required Field. Must enter employee's first name from Section 1.




Once the screen has refreshed,

Exempﬁng Issues the Status should now appear

as Exempt

Guardian

Dasht Start 1-9 E Reports

1-9 for Harper, Bryce

v View Employee ndate and a Go Back Delete
Detalls 0OnDocs Issues Amendments

I-9 Amendments ~
&> Refresh @ Show Spedial Amendme - B view o v @ Adjust1-9 @ Add
Data Field Original Value Amended Value Note of Record Modified By Approved By |

Issues with 1-9 Amendments e
* Refresh %+ Group "‘r Check Amended I-9 ; Exemplion History
Class Type Section Item Explanation Status

-8 Error Section 2 Date Hired Required Field. Should not be left blank. [valid ]

1-9 Error Secton 2 LIstA, 8, 0rC No document selected In any column via popup menu. A document from List A, or 1 each from List B and C are required. [ valid ]

-2 Error Section 2 Title Reguired Field. Should not be left blank. [ valid ]

1-9 Error Section 2 Date Signed Required Fleld. Should not be left blank. [ vald ]

I8 Error Secbion 2 Business or Organization Name Required Field. Should not be left blank. [ valid ]

-9 Error Section 2 Business or Organization Address Required Field. Should not be left blank. :

-9 Error Saction 2 Business or Organization City or Town  Required Field. Should not be left blank. @

-9 Error Section 2 Business or Organization Zip Code Required Field. Should not be left blank.

1-e Error Sectbion 2 Business or Organizabion State Required Field. Should not be l=ft blank. [ Vvalid ]

-9 Error Section 2 First Name (Verifier) Regquired Field. Should not be left blank. [ valid ]

-4 Error Section 2 Last Name (Venfier) Required Field. Should not be |=ft blank. [vahd ]

-9 Error Section 2 First Name {Given Name) Required Field. Must enter employee’s first name from Section 1. [ valid ]




Exem p‘l‘ion HiS'I'er Click on the Exemption History link.

G ua rd ia n Announcements Help + Denise Moreno Logout

Dashbo Start 1-9 E-Verify Reports

1-9 for Harper, Bryce

v View Employee View E-Verfy Refresh Update and Go Bac Gao Back Delete

Detalls 0OnDocs Issues Amendments
I-9 Amendments ~
Adjust
Data Field Original Value Amended Value Note of Record Modified By Approved By |
Issues with 1-9 Amendments v
e oo

x" Refresh %+ Group " Check Amended I-| ; Exemplion History

Class Type ' Section Irem Explanation aen

-8 Error Section 2 Date Hired Required Field. Should not be left blank. Valid ]

1-9 Error Secton 2 LIsStA, B, orC No document selected In any column via popup menu. A document from List A, or 1 each from List B and C are required. [ vald ]

-2 Error Section 2 Title Reguired Field. Should not be left blank. [ valid ]

1-9 Error Section 2 Date Signed Required Fleld. Should not be left blank. [ valid ]

-3 Error Section 2 Business or Organization Name Required Field. Should not be left blank. [ valid ]

-9 Error Section 2 Business or Organization Address Required Field. Should not be left blank. [ valid ]

I-¢ Error Section 2 Business or Organization City or Town Required Field. Should not be lft blank. [ Exempt ]

-9 Error Section 2 Business or Organization Zip Code Required Field. Should not be left blank. [ valid ]

19 Error Section 2 Business or Organization State Required Field. Should not be left blank. [Valid ]

I-9 Error Section 2 First Name (Verifier) Required Field. Should not be left blank. [ valid ]

-9 Error Sachon 2 Last Name (Venfier) Required Field. Should not be l=ft blank. [vahd ]

-9 Error Section 2 First Name {Given Name) Required Field. Must enter employee’s first name from Section 1. [ valid ]




Once the screen has refreshed, the

Exempﬁon HiStory History window will appear with the

Issues Exemption History.

Guardian

Dashboard Start 1-9 Employee v E-Verify Reports

|-9 for Harper, Bryce

T
el

a
T

Issues Exemption Historv
Amendments

{Amendment} [Exempted] by Moreno, Denise, 2020-10-08 § 14:11:40: 1-¢ Error, Business or Organization
Zip Code: Required Field. Should not be left blank.

{Amendment} [Exempted] by Moreno, Denise, 2020-10-08 @ 14:12:30: 1-8 Error, First Name (Verifier):
Required Field. Should not be left blank,

Data Reld Qriginal Value

{Amendment} [Exempted] by Moreno, Denise, 2020-10-08 @ 14:12:42: I-8 Ervor, Date Hired: Required

= Section1(2) Field. Should not be left blank.

Neonix "noenix

dther Names Used None NiA

Issues with I-9 Amendments

ft blank.

tion Zip Code ft blank

- immigration status from Section 1

tatus

Required Field

eld

Required F




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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