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FAQ

➢ What is the Preparer/Translator Section?

The Preparer/Translator section appears between Section 1 and 2 on

the I-9 and is completed when assistance with Section 1 was provided 

to the employee.

➢ How is the Preparer/Translator Section accessed?

The Preparer/Translator Section will appear when continuing to process

an I-9 after the employee completes Section 1, if they indicated 

assistance was provided. Alternatively, users may access the 

Preparer/Translator section by clicking the View Prep button from the I-9 

Details tab of the employee’s I-9 record.
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FAQ

➢ When should the Preparer/Translator section be completed?

The Preparer/Translator section should be completed in a variety of

circumstances, including when:

• An individual helps translate the form for the employee

• Someone other than the employee completes information within Section 1

• An individual answers specific questions about Section 1 form completion

• Minor employees are unable to present an identity document

• Employees with disabilities (Special Placement) are unable to present an identity

document

Please consult with your counsel when unsure if the level of assistance 

provided warrants completing the Preparer/Translator section.
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Section 1
Click the provided radio button at 

the bottom of Section 1 to indicate 

one or more preparer/translators 

assisted the employee.
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Section 1
The employee electronically signs 

Section 1, as normal. Please see the 

Section 1 and/or the workflow 

tutorials for additional information.
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Section 1
The employee is notified that 

Section 1 of the Form I-9 is 

completed and clicks on the 

Complete button (when using the 
in-person workflow).
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Section 1 If prompted (when using the in-

person workflow), click Continue 

Processing I-9 to access the 
Preparer/Translator Certification.
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Accessing Preparer/Translator Section Otherwise, click the View Prep 

button from the I-9 Details tab of 
the employee’s I-9 record.
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Completing Preparer/Translator Section Indicate whether the assistance 

was provided by the logged-in user 

or a third party.
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Completing Preparer/Translator Section If a third party provided assistance, 

the third party enters their name in 

the Preparer/Translator Identity
section, selects the confirmation 

checkbox, and clicks Continue. 
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Completing Preparer/Translator Section
The third party, or logged-in user, 

completes the Preparer and/or 

Translator Certification, providing 
their name and address

of residence, and clicks

the Sign button.
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Completing Preparer/Translator Section The preparer/translator completes 
the Electronic Signature by 

selecting the provided checkbox, 
entering in the randomly generated 

PIN number and clicks 
Electronically Sign Certification.
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Completing Preparer/Translator Section If more than one person provided 

assistance on Section 1 click the 

Add Another Prep/Translator 

Certification button and repeat
the previous steps to append an 

additional Preparer/

Translator Certification.
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Completing Preparer/Translator Section Once all the required 
Preparer/Translator Certifications 

have been added click the 
Proceed to Next Step button to 

continue processing the I-9. See the 
Section 2 tutorial and/or the 

workflow tutorials for additional 
information.
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Viewing Preparer/Translator Sections The first Certification appears at the 

bottom of Section 1, while any 

subsequent Certifications appear 

on the Form I-9 Supplement at the 

end of the I-9 PDF.
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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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