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What is considered a late E-Verify submission?

When I-9 information is submitted to E-Verify, E-Verify reviews the hire date 

information and the current date. If the submission has occurred after the 

employee’s third day of work, E-Verify requires a reason for the late 

submission prior to processing the data. This secondary step is necessary to 

continue the submission. As example, if the employee was hired 4/30/2012 

any submission 5/4/2012 or later would be viewed as late.

This secondary step will not be required for those existing employees who 

are submitted to E-Verify by organizations who have federal contracts with 

the FAR E-Verify clause (submitted via the “FAR Queue”).

Getting Started – Key Notes
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E-Verify Submission
From the Top I-9s Needing 

Approval panel, select the I-9 
needing approval.
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E-Verify Submission Click Mark Approved.
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E-Verify Submission
Prior to approving the I-9 click 

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

uploaded supporting documents 

by clicking the PDF icons. Editing is 

locked after it has been approved.
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E-Verify Submission
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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E-Verify Submission
Wait for the submission to process. 

Processing typically takes less

than 30 seconds.
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E-Verify Late Submission
E-Verify submission returns with an

Attention Required: Late Submission 

Reason Required alert.

Click the Continue E-Verify Process 
link to continue.
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E-Verify Late Submission
Select the appropriate reason for 

the Late Submission (up to 200 

characters can be entered if the 

‘Other’ option is selected).

Note: No E-Verify case has been 
created with E-Verify at this step.
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E-Verify Late Submission
Click Submit Late Entry to

send the data to E-Verify and

create a case.
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E-Verify Case Resolution
Confirm that

E-Verify responded with an

Employment Authorized result.

Cases that are returned as 

Employment Authorized will be 

automatically closed.  No further 

action is necessary.
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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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