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When would I use this Workflow?

This workflow allows the new hire to complete Section 1 remotely, before 

coming in for their first day of work for pay. Section 2 is then completed in-

person, no later than 3 business days after their start date.

If the new hire will not be coming in-person to the hiring location consider 

using the Remote Hire with Agent workflow, which allows for remote 

completion of both Section 1 and Section 2. Please see the related tutorial 

for additional information.
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How do I begin?

Only users with access to the Standard Interface of Guardian have the 

ability to initiate the Employee Portal workflow for a new hire.

Users limited to the Location Manager interface cannot send the login 

information email to the new hire, although they can complete Section 2 

for the employee once they come in for their first day. Please see the 

Location Manager tutorials for more information.

Organizations with integration to other HRIS systems may have portions of 

this workflow automated. Please contact your in-house Guardian expert for 

more information on your specific workflow.
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Creating New

Employee
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Searching for Employee
From the Standard Interface click 

Create New Employee.
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Searching for Employee
Enter the new hire’s Social Security 

Number (if known), then click the 

Create Employee button.
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Creating New Employee
If no existing employee is found, the 

system will prompt to create the

new employee.

For an employee who may complete 

Section 1 remotely, but will have 

Section 2 completed in-person by a 

Guardian user, select the default 

Login Required option.

Once completed, user clicks the

Create Employee button.
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Emailing Login Credentials
The E-Mail will contain either a 

temporary Login Link, or a Login 

Name & Password (password 
provided in a separate email), 

depending on the organization’s 

Administrative settings. (The login link

is one-time usage unless

otherwise configured).
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Emailing Login Credentials
The system will display a notification 

that Your E-Mail was sent.
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Emailing Login Credentials
The details of the Login Info tab
will vary depending on whether 

your organization is using the Login 

Name & Password or Access

Link login method.

Login Name & 

Password Method
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Searching for Employee
If the employee already exists in 

Guardian, search for and open 

their Employee Record. 

This can be done by searching on 

the Employees module by

Last, First name. 

From the search results, click the 

employee’s name.
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Create Login for Existing Employee
From the Login Info tab, ensure

an E-Mail address is on file for the 
employee, and then click the 

Generate New Link button.
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Emailing Login Credentials
The E-Mail will contain either a 

temporary Login Link, or a Login 

Name & Password (password 
provided in a separate email), 

depending on the organization’s 

Administrative settings. (The login 

link is one-time usage unless

otherwise configured).
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Emailing Login Credentials
The system will display a notification 

that Your E-Mail was sent.
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Login Name & 

Password Method

Emailing Login Credentials
The details of the Login Info tab
will vary depending on whether 

your organization is using the Login 

Name & Password or Access

Link login method.
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Employee Login Process

Using Temporary Link
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Employee Logs into Portal
The employee will click the

Get Started button to proceed
to Section 1.
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Employee Logs into Portal
The employee has the option of 

viewing an instructional video 

before proceeding to Section 1.
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Completing Section 1
The employee is then prompted to 

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

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

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

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

appear when hovering over the

symbol, (or by clicking the

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

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

participants, select Awaiting 

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

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

checkboxes.
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Completing Section 1
Employee or preparer/translator 

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

specifies whether a preparer and/or 

translator was used and then

click Continue. For more
information on completing the 

Preparer/Translator certification 

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

provide is accurate and agrees to the 

Electronic Signature by clicking the 

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

Signature, the Employee selects 

from the available

signature questions.

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

PIN number, instead of the 

Question/Answer option, as the 

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

memorable answer to the signature 

question (or enter a 4-digit PIN).

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

reused during any subsequent 

employee signatures. However,

all responses are recorded, and 

can be provided in the event

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

receive a receipt of their Electronic 

Signature by clicking the checkbox 

and providing an email address.

The receipt will be emailed, and 

certifies the completion of Section 1 

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

Electronically Sign button

to proceed. 
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Completing Section 1
The employee is presented with the 

Lists of Acceptable Documents to 

review, then clicks the Next button.
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Completing Section 1
The system then notifies the 

employee that the next step is to 

meet with their employer to 

complete Section 2. The employee 

now closes their browser window.
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Completing Section 2
Back on the Standard Interface, the 

Top Pending I-9’s Dashboard panel 
is useful for monitoring incomplete 

I-9’s. Click the Date I-9 Created for
the desired employee.
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Completing Section 2
Alternatively, search for the 

Employee from the Employees tab 
at the top and open their I-9.
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Completing Section 2
On the employee’s I-9 Details tab 

we can see that Section 1 was 

completed and signed by the 

employee.
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Completing Section 2 Click the View Section 2 button.
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Completing Section 2
Click Review Section 1 Answers to 

view the I-9 information entered by 

the employee.
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Completing Section 2
Click Review I-9 Form Instructions to 
access USCIS Form I-9 instructions.
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Completing Section 2
If you aren’t sure a document 

provided by the employee is 

acceptable for Section 2, click 

Lists of Acceptable Documents.



Table of Contents

Completing Section 2
Inspect the employee’s supporting 

document(s) and select the 

appropriate Document Title(s) from 

List A OR List B and C.
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Completing Section 2
The Citizenship/Immigration Status 

field will contain a number 1-4, 

corresponding to the employee’s 

attestation in Section 1.
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Completing Section 2
Documents inconsistent with the 

employee’s status will either be 

listed between a set of two dashes 

( -- ) or will not be listed at all, 
depending on your Guardian site 

configuration.
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Completing Section 2
Such documents cannot be 

selected. If the employee’s status is 

incorrect have them edit their 

attestation on Section 1.
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Completing Section 2
After selecting the Document 

Title(s), View Sample Document can 
be clicked to view an example of 

the document, as well as where to 

locate the Document Number, 

Expiration Date and Issuing 

Authority.
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Completing Section 2
Enter the Document Number, 

Expiration Date, and the Issuing 

Authority (if not pre-populated), for 
each supporting document.
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Completing Section 2
Attempting to enter List B/C 

information will automatically 

remove all List A information, and 

vice versa. This is by design, to 

avoid unnecessary over-

documentation. Take care in only 

completing the required list(s). 
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Completing Section 2
Employees subject to E-Verify may 

only provide a List B document if it 

contains a photo. Click the 

checkbox to confirm the document 

contains a valid photo.
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Completing Section 2
If the employee presents a receipt 

in lieu of an original document, 

select the Replacement Receipt 
checkbox. A 90 day expiration date 

will be automatically calculated.
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Completing Section 2
The employee will appear on the 

Top I-9’s Needing Further Action 
dashboard panel. Their I-9 cannot 

be approved until the original 

document is presented. See the 

Receipt tutorial for additional 

information.
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Completing Section 2
The Additional Information space 

may be used to include additional 

document(s) or information relating 

to employment authorization 

extensions for certain foreign 

national employees. The 

information entered will appear on 

the generated I-9 PDF.
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Completing Section 2
Enter in the employee’s first day of 

employment. Optionally, click 

View planned start date.
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Completing Section 2
If the planned start date is correct, 

click Insert Planned Date. 

Otherwise, click Insert Another Date 

and enter it manually into Section 2.
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Signing Section 2
Ensure the information in the 

Signature section is accurate. User 

and employer location information 

can be updated from the 

My Settings and Administration
tabs, respectively, on the top 

navigation menu.
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Signing Section 2
Click the Sign button once Section 

2 has been completed.
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Signing Section 2
Read and accept the signature 

statement by clicking the I Accept 
checkbox, enter in your Guardian 

password (or SSO credentials) and 

click Electronically Sign.
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Document Retention If Document Retention is required, 

click the Upload Document button(s)
to upload the employee’s

scanned document(s).

- OR-

If the document is not able to be 
uploaded at this time, indicate so by 

selecting the appropriate checkbox. 



Table of Contents

Document Retention
If the employee is subject to E-Verify, users will be required 

to upload the front and back of documents that require 

DHS Photo Matching during the E-Verify submission.

These documents are:

1. U.S. Passport/Passport Card

2. I-765 Employment Authorization Document (EAD Card)

3. I-551 Permanent Resident Card (Green Card)
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Document Retention If desired, click See Document 

Example to review a sample of the 
document requiring retention.
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Document Retention
After clicking Upload Document, 

click Select File to locate the 
supporting document(s).
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Document Retention
From the browse window,

select the appropriate file and

click the Open button. 
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Document Retention
The file name of the selected 

document will appear in the 

window. Click the Upload button.
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Document Retention Click the Close button after the file 
has been successfully uploaded.
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Document Retention A thumbnail of the uploaded 

document will be displayed for 

image file types (i.e., JPG files).

Thumbnails will not be displayed for 

uploaded PDF files.
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Document Retention
If needed, continue to upload 

additional documents for retention.
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Document Retention
Click Proceed once all documents 

requiring retention have been 

uploaded.
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Complete & Approve the I-9
Click Review the I-9 to check the I-9 

for mistakes.
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Complete & Approve the I-9
When ready click Mark Completed 

to complete the I-9.
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Complete & Approve the I-9
Prior to approving the I-9 click 

Review the I-9 to check for 
mistakes, as well as compare to any 

uploaded supporting documents 

by clicking the PDF icons. Editing is 

locked after it has been approved.
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Complete & Approve the I-9
When ready click Approve This I-9, 
which will “lock” the form. The I-9 

cannot be edited after it has been 

approved, except by using the 

Amendments tool. Approval 
permissions may be restricted to 

only certain Guardian users.
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Complete & Approve the I-9
Employees subject to E-Verify will 

be automatically submitted. 
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What’s next?

If an E-Verify case is submitted a variety of initial case statuses may be 

returned, including:

➢ Employment Authorized

➢ Tentative Non-Confirmation (TNC)

➢ Verification in Process

Please see the E-Verify tutorials for additional information on handling the 

different E-Verify case scenarios.
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For Additional Assistance

• Select Help from the top 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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