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FAQ

 Can an I-9 be timely completed for an individual who does not yet have

a Social Security Number (SSN)?

Yes, Guardian is configured to allow for I-9 completion if the employee 

does not have or will not provide a social security number.

 How is the E-Verify process affected by this?

E-Verify requires a social security number in order to initiate a case.

When an employee begins work without an SSN Guardian provides for

the timely completion of the I-9 and queues up the information for

submission to E-Verify, but no case is created in E-Verify until the SSN is

provided.
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FAQ

 Does the I-9 need to be updated if the organization does not subscribe

to E-Verify?

No, the social security number field in Section 1 of the I-9 is not a 

required field unless the organization is enrolled in E-Verify. 

 What administrative considerations must be made with regards to SSN

updating?

Through the Administrative module, organizations can control the 

updating of Section 1 information, restricting or allowing Section 1 

updates to be completed by the employee and/or the Guardian user. 

For more information about amendment settings see the Electronic 

Amendments & Exemptions Administrative Setup tutorial. 
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How do I begin?

Guardian provides a variety of I-9 workflows to meet the needs of your 

organization, and as such there are multiple ways in which an I-9 can be 

completed for an employee without an SSN. These workflows include:

 In-Person

 Employee Portal / Remote Hire with Agent

 Employee Kiosk

Please see the related tutorials for guidance on a specific workflow.
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Section 1 without E-Verify
If the hiring location is not 

participating in E-Verify the Social 

Security Number field is optional 
and can be left blank.
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Section 1 with E-Verify 
If the hiring location is participating 
in E-Verify, an Awaiting Issuance of 

SSN option will be available. 
Employees can select this if they 

have applied for, but not yet 
received, their Social Security 

Number.
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Completing Section 1
Employee or preparer/translator 

completes Section 1. Employee is 

prompted to provide a memorable 

answer to the signature question (or 

enter a 4-digit PIN), and clicks 

Electronically Sign. 

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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Completing Section 2 
Employer completes Section 2. 

Please see the Section 2 tutorial for 

additional information on this 

process.
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Completing Section 2
Employer reads and accepts the 

signature statement by clicking the 

I Accept checkbox, enters in their 
Guardian password (or SSO 

credentials) and clicks 

Electronically Sign.
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Document Retention If Document Retention is required, 

click the Upload Document button
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. 
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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.

If additional files need to be 

retained, click the Upload button 
and repeat the previous

upload steps.

Otherwise, click Proceed.
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Document Retention
If the Enforce Document Capture 

Admin setting is set to Yes users will 
be taken directly to the

completion step.

Click Review the I-9 to check
the I-9 for mistakes. When ready, 

click Mark Completed.
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Document Retention
If the Enforce Document Capture 

Admin setting is set to No, click the 

confirmation checkbox.

Proceed with the completion 

process, as shown on the

previous slide.
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Approving the I-9
Prior to Approving the I-9 you have 

one last chance to click Review the 

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

uploaded supporting documents. 
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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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Approving without E-Verify 
If not subject to E-Verify nothing else 

must be done.
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Approving with E-Verify If subject to E-Verify, the I-9 will not 

yet be submitted as a Social 

Security Number is required.
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I-9s Needing Further Action While waiting for the Employee to 

provide their SSN, the     

Top I-9s Needing Further Action
Dashboard Panel is useful in 

monitoring I-9’s missing an SSN that 

are subject to E-Verify.
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I-9s Needing Further Action
The Days Left deadline is 
customizable from the 
Administration options.
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I-9s Needing Further Action Once the employee has provided 

their SSN, open their I-9 by clicking 

the Date I-9 Created from the 
Dashboard, or by searching for the 

employee’s I-9 from the Employees

or I-9 Forms tab on the left.
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Amending the I-9
From the employee’s E-Verify tab, 

click Manual Processing and select 
Amend this I-9 to add the employee’s 

SSN.
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Amending the I-9
From the Amendments tab, click 

the Add button at the top-right to 
amend the I-9.
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Amending the I-9
Click Section 1 to view the 

available fields.
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Amending the I-9
Double-click the Social Security Number 

field, or use the Edit Field button.
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Amending the I-9
If permitted by your Administration 
settings, enter the employee’s SSN 
in to the New Value field. A field 
can only be amended once, so 
take care in entering the correct 

value.
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Amending the I-9 Alternatively, select Create for 

Employee to have the employee 
enter their SSN themselves.
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Amending the I-9 Click Create Amendment.
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Amending the I-9
If the employee is present select 

Employee Approve Section 1 from 
the Actions dropdown. 

Alternatively, 
Notify Employee by E-Mail can be 

used to allow remote approval.
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Amending the I-9
Whether accessed remotely or in-

person, the employee will verify 
their SSN, making any needed 
adjustments, ,check I Approve, 

then click Electronically Sign 
Amednments.
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Amending the I-9
The employee will make the 

required attestation, select a 

signature question, enter a 

memorable answer (or a 4-digit PIN, 

if prompted) and click 

Electronically Sign.
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Submitting to E-Verify
The Approved By column will 

update to reflect when and who 
approved the amendment. 

Click the I-9 Details tab to return to 
the I-9.
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Submitting to E-Verify Click View E-Verify.
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Submitting to E-Verify
The amended SSN should now 

appear on the Manual Processing 

tab. Click Submit to E-Verify.
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Submitting to E-Verify
The amended I-9 will now submit to 

E-Verify with the employee’s SSN.
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Submitting to E-Verify
If the E-Verify submission is late, 
select Awaiting Social Security 

Number as the reason, then click 
Resubmit Late Inquiry.
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What’s next?

Once the 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.

Copyright © 2023, Equifax Inc., Atlanta, Georgia. All rights reserved. Equifax and the Equifax marks used herein are 
trademarks of Equifax Inc. Other product and company names mentioned herein are the property of their respective owners.



Confidential User Guide

Please do not distribute this document outside of your 

organization without our written permission.

Thank you.
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