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FAQ

 What are Receipt I-9s?

This term is used for Electronic and New Hire Paper I-9s for which a

receipt for a lost, stolen or damaged document is presented in lieu of 

the actual document, for purposes of Section 2 completion.

 How is a receipt indicated in Section 2?

Within the Section 2 interface is a receipt checkbox for each

corresponding document list (A, B, and C). When selected, the listed 

document is noted as a receipt document.



Table of Contents

FAQ

 How long is the receipt valid?

The employee has 90 days from the date of hire to present the actual

document for which the receipt was issued.

 Can the I-9 be completed with a receipt?

Yes, Section 2 may be completed and signed to show timely I-9

completion, but the I-9 may not be approved (locked and information 

submitted to E-Verify, if enabled) until the employee has provided the 

actual document.
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FAQ

 How are Receipt I-9s maintained in Guardian?

Guardian maintains the original receipt notation within the I-9

document. Utilizing electronic amendment functionality, users are 

guided through documenting the replacement document(s) within 

Section 2, resulting in an amended I-9 that reflects the receipt and 

replacement document information.

 Are receipt I-9s visible on the Dashboard?

Yes, I-9s that have been completed with a receipt document will

display on two different Dashboard panels: Top Pending Tasks and Top 

I-9s Needing Further Action.
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FAQ

 Are users reminded of employees with receipt I-9s?

Yes, when an I-9 is completed and a receipt provided a task is created

automatically for the receipt reminder. Depending on the 

organization’s administrative setup, reminder emails are sent to the 

users assigned to the employee at intervals leading up to the receipt 

document expiration.

 Who can update receipt I-9s?

Any user with access to the I-9 has the ability to note the replacement

document information, regardless of that user’s permissions or privileges.
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Completing Section 1
This tutorial will focus on the 

required steps for receipt 
documentation within Section 2. For 
guidance on Section 1 completion 

please see the Section 1 tutorial 
and/or one of the Workflow 

tutorials.



Table of Contents

Completing Section 2
From Section 2 select the 

Document Title for which the 

receipt is being provided in lieu of.
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Completing Section 2
Select the Replacement Receipt 

checkbox.
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Completing Section 2
An Expiration Date of 90 days from 

the date of hire will be entered 

automatically.
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Completing Section 2
Select the appropriate 

Issuing Authority for the document.
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Completing Section 2
Enter the Document Number from 

the receipt.
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Completing Section 2
The system will automatically 

prepend Receipt: to the 

Document Number field.
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Completing Section 2
The previous steps may be 

repeated for another document, if 

the employee provided multiple 

document receipts to satisfy the 

Section 2 requirements 

(i.e., both List B and List C). 
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Completing Section 2
Click the Sign button once Section 

2 has been completed.
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Completing Section 2 The user is notified that the receipt 

information must be replaced with 

valid document information within 

90 days, and that the I-9 cannot be 

Approved until then.
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Completing 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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Completing Section 2
When ready click Mark Completed 

to complete the I-9.
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Monitoring Receipt I-9s
Receipt I-9s can be monitored from 

the Dashboard with the 

Top I-9s Needing Further Action or 

the Top Pending Tasks panel.
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Monitoring Receipt I-9s
Once the employee provides the 

original document(s) click the 

Date I-9 Created, or search for the 
employee’s I-9 by using the 

Employees or I-9 Forms tabs on the 
left navigation menu.
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Updating Receipt I-9
From the I-9 Details tab, an Enable 

button for remote processing of 

receipts will be present if the 

employee’s I-9 was originally 

completed by using the 

Remote Agent workflow. 
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Updating Receipt I-9
To have an Agent conduct the 
review and amendment of the 

employee’s document information 

please see the Receipt I-9 Remote 

Processing tutorial.
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Updating Receipt I-9
From the I-9 Details tab, click the 

Update Receipt button.
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Updating Receipt I-9
Carefully inspect the employee’s 

document. Enter the New Values.
Fields can only be amended once, 

so take care in entering the correct 

values. Click the Update Info button 
when finished.



Table of Contents

Approving Receipt Changes
The amended document values 

must now be approved. Click 

Approve Receipt Changes.
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Approving Receipt Changes
Before approving the changes, 

click View PDF.
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Approving Receipt Changes
The I-9 PDF is displayed. Carefully 

review the amendment document 

information in red.
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Approving Receipt Changes
After verifying the amended values 

are correct, enter your password 

and click Approve Amendments! 
Remember, once approved these 

fields cannot be edited again.
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Document Retention
If prompted, scan and upload the 

appropriate document copies. 

Please see the Section 2 tutorial 

and/or the Workflow tutorials for 

additional information on 

document retention.
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Completing the I-9
The I-9 must be marked completed 

again, after the document 

information has been amended. 

Click the Mark Completed button. 
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Approving 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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Submit to E-Verify
Employees subject to E-Verify will 

be automatically submitted. Utilize 

the late submission option Other to 
indicate ‘Awaiting actual 

document’.
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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 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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