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FAQ

➢ What is the Dashboard?

The Dashboard is a Guardian module that offers multiple panels that list

the top items needing attention, and is usually the first page users see 

when logging in. Users can track and manage I-9 completion, E-Verify 

submission, work authorization reverifications, and more. Some features 

may be limited by user privileges or organizational configuration. 

➢ Can users customize the Dashboard?

Yes, users may customize their Dashboard from My Settings >

Preferences. Users can choose to have 1, 2 or 4 Dashboard panels, and 

can set which panels should be displayed by default when logging in.
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FAQ

➢ Does the Dashboard update automatically?

Dashboard results update automatically every 15 minutes. Users may

refresh the Dashboard manually, at any time, by clicking the Refresh All 

button. 

➢ How many entries may be displayed on a single Dashboard panel?

Each Dashboard panel can display up to 100 I-9s or Employees. If

needed, additional results may be displayed by clicking the Analyze

button on the Dashboard panel, or by using the I-9 Forms or Employees

tabs on the left-hand navigation menu.
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Accessing the Dashboard
Click the Dashboard button on the 

top left navigation bar.
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Visibility Options
Employees displayed on the 

Dashboard are dependent on the 

visibility option selected.

Available options may vary 

depending on user permissions and 

organizational configuration.
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Visibility Options
If LawLogix Data Services migrated your 

existing I-9s into Guardian, set the Type of 
I-9 to Imported to display those I-9s.
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Refreshing the Dashboard
The Refresh All button updates all 

displayed Dashboard panels.
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Changing Dashboard Panels
The View button provides access to 

the numerous Dashboard panels 

available.
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Printing Dashboard Panels
The All button provides a printable 

view of all items in the selected 

Dashboard panel.
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Analyze
The Analyze button launches either 

the I-9 Forms or Employees module 
(depending on the Dashboard 

panel), and displays all the records 

matching the criteria of the 

selected Dashboard panel.
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Top Pending I-9 Status
The Status column displays an 

updated I-9 status based on the 

latest action.
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Sorting Dashboard Panels
Dashboard panels may be sorted 

by clicking on the available 

columns. Sorting can be

toggled between ascending

and descending.
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Top Pending I-9s
Top Pending I-9s displays 

incomplete I-9s (either Section 1, 

Section 2, or Section 3 has not been 

signed, or the I-9 has not been 

marked Completed).

Green = Section 2 deadline in the future

Yellow = Section 2 deadline is today

Red = Section 2 deadline in the past
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Top Pending Tasks
Top Pending Tasks displays a list of 
reminders (reverifications, receipts, 

missing SSN, etc.). Tasks may be 

created automatically or manually.

Green = Reminder & Expiry Date in the future

Yellow = Reminder Date in the past, but Expiry 

Date in the future

Red = Reminder & Expiry Date in the past
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Top Pending I-9 Issues
Top Pending I-9 Issues displays I-9s 
with one or more remaining Issues 

(Errors or Warnings). Issues may be 

resolved with an appropriate 

Amendment, by Exempting the 
Issue, or by completing any 

incomplete Sections (for I-9s that 

are still in progress).
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Top New Hires and Rehires without 

I-9 or Section 3 displays new
employee records without an 

associated I-9 record, as well as 

rehires without a Section 3 or new 

I-9 for their new period of

employment. 

The Days column displays the 
number of days since their hire 

date.

For rehires, Create Section 3 will be 
available if permitted by the 

organization, and if the rehire date 

is within 3 years of the previous I-9’s 

completion date. Otherwise, the 

Next Action will be Create I-9.

Top New Hires and Rehires 

without I-9 or Section 3
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Top Pending Re-Verifications
Top Pending Re-Verifications 

displays employees with Approved 

I-9s who will require reverification of

their work authorization (typically

achieved by completing a 

Section 3).

Green = Expiration date 30+ days away

Yellow = Expiration date less than 30 days away

Red = Expiration date is in the past
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Top I-9s Needing Further Action Top I-9s Needing Further Action 
displays I-9s in which a receipt was 

provided in lieu of an original 

document, or where an E-Verify 

eligible employee did not provide a 

Social Security Number in Section 1.

Receipt
Green = Due date 30+ days away

Yellow = Due date 10 to 30 days away

Red = Due date less than 10 days away

No SS
Green = Due date more than 14 days away

Yellow = Due date 7 to 14 days away

Red = Due less than 7 days away
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Top Pending E-Verify Actions
Top Pending E-Verify Actions 
displays all open (unresolved) 

E-Verify cases. Click the Analyze

button, or the E-Verify tab on the
left-hand menu, to view additional 

details.
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Top I-9s Needing Approval Top I-9s Needing Approval displays 

all I-9s that are Completed but not 

yet Approved. E-Verify submission (if 
participating) does not occur until 

the I-9 has been approved.

Green = E-Verify deadline in the future

Yellow = E-Verify deadline is today

Red = E-Verify deadline in the past
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Employee Counts Employee Counts displays the 
number of current employees, 

terminated employees who’s I-9s 

must still be retained, and 

terminated employees who’s I-9s 

may now be purged. 

Once terminated, I-9s must be 

retained until three years from the 

hire date, or one year from the 

termination date, whichever is later. 

If desired, I-9s may be purged from 

within Administration.
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Top Amended I-9s needing 

Employee Approval

Top Amended I-9s needing 

Employee Approval displays I-9s 
with pending (not yet Approved) 

Section 1 Amendments. Days 

Waiting Approval displays the 
number of days since the 

Amendment was made.

Amendments are not final until 

Approved. Employees may 

approve Section 1 Amendments 

in-person, or remotely by using the 

Employee Portal.
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Top Amended I-9s needing 

HR Approval

Top Amended I-9s needing HR 

Approval displays I-9s with pending 
(not yet Approved) Section 2 

and/or Section 3 Amendments. 

Days Waiting Approval displays the 
number of days since the 

Amendment was made.

Amendments are not final until 

Approved. Section 2 and Section 3 

Amendments must be Approved 

be a Guardian User, not the 

employee. Responsible HR or Group 
displays who is assigned to the 

employee within Guardian.
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For Additional Assistance

• Select Help from the vertical toolbar to access other

Guardian tutorials.

• For additional assistance contact your in-house

Guardian expert.
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Confidential User Guide

Please do not distribute this document outside of your 

organization without our written permission.

Thank you.
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