
Guardian Location 

Manager Interface:

Overview



Table of Contents

1. FAQ ........................................................................................................................4

2. Home Screen ........................................................................................................6

3. To Do List ...............................................................................................................7

4. I-9 Workflow ........................................................................................................16

5. Document Retention .........................................................................................21

6. E-Verify ................................................................................................................22



Table of Contents

7. Amendments .....................................................................................................23

8. LMI vs Full Featured Interface ..........................................................................24



Table of Contents

FAQ

➢ What is the Location Manager Interface (LMI)?

The Location Manager Interface is an addition to the Guardian System

that features a streamlined interface for users who have a limited role 

with regards to I-9 compliance. The Location Manager (LM) user type is 

ideal for those non-HR individuals charged with new hire I-9 completion. 

➢ How do I configure a user for the LMI?

Within the Administration settings and the Users tab, system users can

be assigned to a Location Manager Type/Role.
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FAQ

➢ When should an organization use the LMI?

Organizations with a decentralized workforce who have a chain of

collaborative users responsible for the I-9 process may benefit from 

leveraging the LMI. With a minimalist design, the LMI focuses on ease-

of-use through a specialized set of screens. The LMI is designed for non-

HR professionals with little I-9 experience or training who have limited 

responsibility for the I-9 process. 

➢ How is E-Verify handled when using the LMI?

If participating, E-Verify can be administered by the LM user, or by an

HR professional at another branch or home office.
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Home Screen

The Location Manager Interface 
provides users with access links 

located in a top level Toolbar with 
pull down menu options.
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To Do List

The Location Manager Interface 

provides users with a To Do List for 
centralized workflow management.
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To Do List
The To Do List displays employees 

and I-9’s that need attention.
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To Do List
Convenient color indicators 

provide at-a-glance guidance on 
which employees need attention 
now, and which can wait, helping 

ensure timely and compliant 
completion of each I-9.
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Start I-9
The Start I-9 button is used to
search for and create new 

employees and I-9’s.

Social Security Number, employee 

name (or employee ID number

if used), can be used to

search for Employees.
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Start I-9
The ability to create a 

New Employee or New I-9 can
be enabled or disabled, if desired.
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Announcements

The Announcements button 
provides important communication 

from LawLogix and may be used by 

organizations to communicate to 

their Guardian users.
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Announcements

The Announcements button can be 
hidden if desired, using the 

Administration settings within the 

Standard Interface.
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Settings – Personal Tab

From the Settings link, users can edit 
their login and contact information 

from the Personal tab.
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Settings – Preferences Tab

From the Settings link, users can
edit their default settings for new 

employees and I-9’s in the 

Preferences tab.
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I-9 Workflow

When having new hires complete 

Section 1 from the LMI, the 

Launch Employee Workflow button 
is presented.
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I-9 Workflow

The employee, or 

preparer/translator, verifies their 

identity, which helps ensure a 

proper audit trail.
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I-9 Workflow
The employee then completes and 

electronically signs Section 1.
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I-9 Workflow

Once the employee has 
completed Section 1 the system 

informs them their I-9 verifier 
(employer) will take back control to 

finish the process.
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I-9 Workflow

The LM User then clicks 
Continue Processing I-9 to access 

Section 2. See the related Location 
Manager Electronic I-9 tutorial for 

additional information.
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Document Retention
LM Users can upload documents, if 
the organization is retaining copies.
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E-Verify
Admin users can enable or disable 
E-Verify management for LM users

within the Standard Interface.
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LM Users may add and manage 

Amendments (limited to Approved 

I-9’s present on the user’s To Do List).
This ability may also be disabled.

Amendments
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LMI vs Full Featured Interface
LM Users have limited functionality. 

The matrix below compares the 

LM User to the Full Featured User.
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Full Featured/Standard Interface User X X X X X X X X X X X X X X X X X X

Location Manager Interface User X X X X X X* X X
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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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