
Guardian I-9 Processing 

for Minors With No 

Identity Document



Table of Contents

1. FAQ ………………………………………………………………………………...........3

2. Section 1 ……………….……………………...…….......…......................……....…..5

3. Prepaer/Translator Section ……………........……......……...................................7

4. Section 2 .............................................................................................................11

5. Signature on Completed I-9 .............................................................................13



Table of Contents

FAQ

 What I-9 provisions are there for minors under the age of 18?

I-9 rules allow for alternate I-9 processing if a person under the age of 18

is unable to present a document to confirm their identity. In these

instances it is permissible for the parent or legal guardian to complete

the I-9 and sign the preparer/translator certification area.

 How is this provision triggered in Guardian?

When a date of birth is entered in Section 1 that indicates that the

employee is under the age of 18 the employee is prompted to confirm 

whether or not they have an identity document. If they indicate they 

do not have an identity document the special processing will continue.
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FAQ

 What happens if the employee has an identity document or made a

mistake entering the date of birth?

When a date of birth is entered that prompts the employee to confirm 

whether or not they have an identity document, Equifax provides for 

two alternate scenarios: The employee may confirm that they have an 

identity document, in which normal I-9 processing will continue. 

Alternatively, the employee can indicate that an error was made 

entering the date of birth and the employee is not under the age of 18. 

In those circumstance the date of birth field is cleared and the 

employee is prompted to enter the correct date.
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Section 1 Employee or Preparer/Translator 

completes Section 1, selecting the 

No option when asked 

“Do you have an Identity Document”?
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Section 1
Employee or Preparer/Translator 

indicates that a Preparer/Translator 
was used and clicks Sign. The 

employee will not be prompted to 
electronically sign.
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Preparer/Translator Section
Parent or legal guardian enters their 

name in the Preparer/Translator 
Identity section, selects the 

confirmation checkbox, and clicks 
Continue. 
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Preparer/Translator Section
Parent or legal guardian completes 

the Preparer and/or Translator 
Certification, providing their name 

and address of residence, and 
clicks the Sign button.
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Preparer/Translator Section Parent or legal guardian completes 

the Electronic Signature by 

selecting the provided checkbox, 

entering in the randomly generated 

PIN number (or their password, for 

Guardian system users), and clicks 

Electronically Sign Certification.
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Preparer/Translator Section
Click the Proceed to Next Step 

button to continue processing the 

I-9.
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Section 2
On Section 2 List B is automatically 

notated that the employee is under 

age 18.
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Section 2
Complete the List C Document 
information. See the Section 2 

tutorial and/or the workflow tutorials 
for additional information.
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Signature on Completed I-9
The Section 1 signature on the 

completed I-9 PDF will indicate

Individual Under Age 18. 
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For Additional Assistance

• Select Help from the vertical toolbar to access other  

tutorials.

• For additional assistance contact your in-house 

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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