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LawLogix Guardian

This tutorial will provide an overview of the different modules available in 

the LawLogix Guardian I-9 & E-Verify system, when using the Standard 

Interface.

Please see the other available tutorials for additional information on any 

specific module or feature.
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Getting Started
Users navigate to their LawLogix 

Guardian site (exact URL address 
may vary between organizations), 

enter their username and password, 

and click Login. 
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Getting Started

The top navigation menu provides 

access to the different modules of 

the system. Users may not see all 

available modules, depending on 

their permissions.
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Dashboard
The Guardian Dashboard displays 
priority records. Over 10 different 

dashboard panels are available, 

and up to 4 can be displayed 

simultaneously. See the Dashboard 

Overview tutorial for more 
information.
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Start I-9
Click Start I-9 to begin the I-9 

process.
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Search Toolbar
The Search toolbar is utilized in the 

Employees, I-9 Forms, E-Verify, 

Tasks, and FAR Queue modules.
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Search Toolbar Click Options to display advanced 
search filters.
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Search Toolbar
Use Last, First format to search full or 

partial names. 

For example, ‘Doe, John’.
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Search Toolbar
Click the Presets dropdown to 
display a list of pre-configured 

searches, or to refresh the current 

search results.
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Search Toolbar
Click the Results arrow buttons to 

navigate through multiple pages of 

search results.
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Search Toolbar
Click Add to create a new record 

(applies to Employees, I-9 Forms 

and Tasks modules only).
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E-Verify
The E-Verify module displays 

E-Verify cases. Click the

Date Created to open and 
manage a case.
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FAR Queue
For those employers with a 

qualifying federal contract, 

the FAR Queue module may be
used to submit

existing employees to  E-Verify.
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Reports
Reports can be created

and customized from

the Reports module.
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Employees
Employee records are viewed

and managed from the

Employees module.
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Employees
Click the Employee Name to open 

an employee’s record.
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Employees
Click an employee’s I-9 number to 

open their I-9 record.
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I-9 Forms
I-9 records are viewed

and managed from the

I-9 Forms module.
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I-9 Forms
Click the I-9 Number to open an 

employee’s I-9 record.
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I-9 Forms
Click the I-9 PDF to easily view the 
PDF version of the employee’s I-9.
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Tasks The Tasks module acts as a
To-Do List, providing reminders for 

different stages of the I-9 process.
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Tasks
Click the Reminder date

to open the Task.
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Announcements

The Announcements module 
displays important notices from 

LawLogix, or from your organization.
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Announcements

The Originator column displays 
whether an announcement is 

internal, or if it came from LawLogix.
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Help

The Help module displays

the Support Request link,
which enables users to email

via a Support Request Form.
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Help

The Help module displays the 

Guardian Help Center, which 
contains valuable resources, such 

as tutorials and release notes.
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Help

The Help module displays the

Audit Prep option, which contains 
valuable resources in case

of an I-9 Audit.
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Settings

The Settings module allows users to 
customize information.

The Personal tab will allow users to 
update personal information.
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Settings

The Settings module allows users to 
customize information.

The Preferences tab will allow users 
to customize the Dashboard

Panel information.
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Administration

The Administration module will 
navigate users to another page, 

where a variety of settings can be 

configured, including User/Role 

Permissions, I-9 Policy, Security, 

E-Verify, and more.
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Logout
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For Additional Assistance

• Select Help from the 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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