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FAQ

» What is a New Hire Paper 1-9?

New Hire Paper is a type of I-9 record used to represent I-9s that are
completed entirely on paper outside of the Guardian system.

> When should the New Hire Paper I-9 type be used?

This -9 type should be selected when a paper -9 has been completed
for a new employee. For Guardian purposes, a new hire is considered

someone whose start date is after the company’s Guardian start date.
For paper I-9s completed prior to the start date see the Archival Paper

-9 type.




FAQ

» Can New Hire Paper I-9s be electronically signed?

No, since the |-9 is completed on the paper form no electronic
signatures are represented in the system.

> Are New Hire Paper I-9s submitted to E-Verify?

New hire I-9s assigned to locations enabled for E-Verify will submit to
E-Verify once marked Approved. An employee is considered a new hire
if the start date entered in Section 2 of the I-9 is after the organization’s
E-Verify effective date. If subject to a qualifying FAR contract,
pre-existing employees may be submitted to E-Verify by using the
Guardian FAR Queve.




FAQ

> Should a copy of the paper I-9 by uploaded to Guardian OnDocs?

Yes, in instances where the |-9 is not completed electronically, the paper
form is the controlling document. It is important to reflect the controlling
I-9 within the Guardian I-9 record. This applies to both New Hire Paper
and Archival Paper I-9s. The paper I-9 should be uploaded as a multi-
page PDF file.

> Should the paper I-9 be uploaded to the OnDocs tab of the employee or
the 1-9 record?

Copies of paper I-9s should be uploaded to the OnDocs folder of the -9
record within Guardian, rather than the Employee’s record, to correctly
associate the scanned image to the correct I-9.




I 1 Click Start 1-9 f the t
Creafing New Hire Paper  vgononna

G u a rd ia n / Announcements Help + Denise Moreno + Logout

Dashboard Start1-9 Employee «» E-Verify Reports

® Employee Group Type of I-9. Current | Imported

X My Managed Groups v Refresh All
() Location Create New Employee
Top Pending I-9s Top I-9s5 Needing Approval
& Al % Analyze
Date I-9 Created Location Employee Name Status Section 1 Section 2 : Date I-9 Created Location Employee Name Employee Start Date Approval E-Verify Deadline
Deadline Deadline

& 10/20/2020 Miami: Bartlett, Andrew 11/18/2020 11/23/2020
J E 10/19/2020 Miami: South, Brandon Uploaded Documents (Employee) 01/01/2021 01/06/2021

J 10/01/2020 Phoenix: Benson, Margo 11/o1/2020 11/04/2020
QE 10/22/2020 Portland: McNeil, Sally Uploaded Documents (Employaa) 11/01/2020 11/04/2020

& 09/24/2020 Phoenix: Smith, Donald 11/01/2020 11/04/2020
J E  10/20/2020 Miami: Marshall, Stephen Started 11/01/2020 11/04/2020

) 10/20/2020 Miami: Bennett, Sandra 10/20/2020 10/23/2020
J E 10/14/2020 Phoenix: Andrews, Roberts Started 11/01/2020 11/04/2020

. 09/09/2020 Phoenix: Salek, Tim 09/03/2020 09/09/2020
@ E 10/01/2020 Miami: Jones, Michael Signed Sec 2 10/30/2020 11/04/2020

. 10/06/2020 Phoenix: Nestor, Sabrina 10/07/2020 10/13/2020

JE 08/25/2020 Cleveland: Smith, Marge Signed Sec 2 10/15/2020 10/20/2020

@t 0/13/2020 Phoenix: Smith, John Signed Sac 1 10/14/2020 10/19/2020
. E  10/13/2020 Portland: Smith, John Signed Sec 1 10/13/2020 10/16/2020

@c o09/232020 Portland: Hoy, Daniel Uploaded Documents (Employee) 10/10/2020 10/15/2020




Enter the employee’s Social

Credﬁng NeW Hire Pqper |'9 Security Number and click Search.

G uard ia n Announcements Help + Denise Moreno + Logout

Dashboard Start -9 Employee «» E-Verify Reports

Start I-9

Social Security Number
(Exact Match)

799859462 Search

[CJ Employee does not have or will not reveal Social Security Number




i : Enter th ired Employee Detail
Creating New Hire Paper |-9 [HSSStsminl sttt

and select New Hire Paper I-9 from

: the 1-9 Type dropdown.
Guardlan Announcements Help + Denise Maoreno

Dashboard Start I-9 Employee « E-Verify Reports

Start I-9

Logout

Social Security Number

¥ ooy, | 199859462
Employee Details
Start Date  10/23/2020 " (mm/dd/yyyy)
Employee ID
Employee Group | Western US > Los Angeles i ]
Language | English v
I-9 Type | Electronic I-9 L

Electronic -9

Employee History Archival Paper I-9 /
New Hire Paper -9

No employee found matching 799-85-9462

Create |1-9 for New Employee



Select Create 1-9 for

Creating New Hire Paper I-9 New Employee.

G u a rd i a n Announcements Help » Denise Moreno « Logout

Dashboard Start1-9 Employee » E-Verify Reports

Start I-9

Social Securitéx:;r;;;; 799859462
Employee Details
Start Date | 10/23/2020 B (mm/dd/yyyy) Emp Employee Exemption -
Employee ID Emp Employee Designation v
Employee Group | Western US > Los Angeles v 0
Language | English 4
I-9 Type | New Hire Paper I-9 v |0

Employee History

No employee found matching 799-85-9462

Create |1-9 for New Employee




Except for field pop-up selections,

Compleﬁng Section 1 enter the Section 1 information

. exactly as it appears on the
Guardian paper -9 form.

Dashboard m Employee » E-Verify Reports

Section 1 - Employee Information

New Hire Paper I-9

10
SEARTA R iee .
NEBF Employment Eligibility Verification F:rsrﬁlxsg
= k, Department of Homeland Security OME No. 1615-0047
"’Qwu ;ac"* U.S. Citizenship and Immigration Services Expires 10/31/2022

» START HERE. Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, during completion of this form. Employers

are liable for errors in the completion of this form.
ANTI-DISCRIMINATION NOTICE: Itis illegal to discriminate against work-authorized individuals. Employers CANNQOT specify which document(s) an employee may present to establish
employment authorization and identity. The refusal to hire or continue to employ an individual because the documentation presented has a future expiration date may also constitute

illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later than the first day of employment, but not before accepting a job offer)

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)

' ) | | Hom|[— Jom
Address (Street Number and Name) Apt Number City or Town State Zip Code

I | [ Jow || | |
Date of Birth .S, Social Security No. Employee's E-mail Address Employee's Telephone Number

JC Wk — JEEPS —

O Awaiting Issuance of SSN

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following):

O 1 Acitizen of the United States




Once all the information has been

Compleﬁng SECfion 1 entered exactly as it appears on

. the paper I-9 form including the
Guardian date signed, click the Save button.

Dashboard m Employee - E-Verify Reports

O 3. Alawful permanent resident (Alien Registration Number/USCIS Number)

) . , QR Code - Section 1

(J 4_An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy) o

Do Mot Write in This Space
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form I-8.

An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:

OR
2. Form 1-94 Admission Number.
OR
3. Foreign Passport Number:
Country of Issuance: v

Date (mmdddfryyy)
10/23/2020
—

Preparer and/or Translator Certification (check one):

® | did notuse a preparer or translator Oa preparer(s) and/or franslator(s) assisted the employee in completing Section 1.




Enter the Section 2 information

Compleﬁng seCﬁon 2 exactly as it appears on

. the paper |-9 form.
Guardlan Announcements Help « Denise Moreno «

Dashboard Start1-9 Employee » E-Verify Reports

o Employer / Agent Review and Verification

To fulfill the requirements of the I-9 form, please inspect the identity and employment eligibility documents
that the employee has provided. Find the corresponding document in one of the lists below. You will need to
select either an item from List A or items from both List B and List C and record the required information.

Review I-9 Form Instructions

10

Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You must physically examine one
document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists of Acceptable Documents”)
Last Name (Family Name) First Name (Given Name) ML Citizenship/Immigration Status

Fmployee o rom Secton [ ] 1 10

ListA oR ListB AND ListC

Identity and Employment Authorization Identity Employment Authorization

Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority
Document Number Document Number Document Number
Expiration Date (if any){mm/dd/yyyy) Expiration Date (if any){mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy)
Document Title




Ensure the Citizenship/Immigration

Compleﬁng SeCfion 2 Status number (1 through 4) is

. consistent with the Employee’s
Guardian Attestation from Section 1

Dashboard Employee » E-Verify Reports (l e U S Cl-l-lzen — '|)
L., e .

0 Employer / Agent Review and Verification

To fulfill the requirements of the I-9 form, please inspect the identity and employment eligibility documents
that the employee has provided. Find the corresponding document in one of the lists below. You will need to
select either an item from List A or items from both List B and List C and record the required information.

Review I-9 Form Instructions

10

Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment You must physically examine one
document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists of Acceptable Docurm -

Last Name (Family Name) First Name (Given Name) R} . itizenship/Immigration Status
Employee Info from Section 1 —

nirons 0 mmAN(;
ListA ListB —r

OR AND

Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority
| | | |
Document Number Document Number Document Number
| | | | | |
Expiration Date (if any)(mm/ddiyyyy) Expiration Date (if any)(mm/ddiyyyy) Expiration Date (if any)(mm/dd/iyyy)

Document Title




Enter the document information

Compleﬁng seCfion 2 from either List A OR List B AND C, as

recorded on the paper |-9 form.

Guardian

Dashboard Start -9 Employee «» E-Verify Reports

10 =

Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authonzed representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You must physically examine one
document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists of Acceptable Documents")

Last Name (Family Name) First Name (Given Name) LI Citizenship/Immigration Status
Employee Info from Section 1
pley pndros g
) ListA o OR List .E AND ListC o
Identity and Employment Authorization Identity Employment Authorization
Document Title  View Sample Document Document Title Document Title
| U.5. Passport v v v
[J Replacement Receipt
E-Verify Copy Required
Issuing Authority Issuing Authority Issuing Authority

|U.S. Department of State | | |

Document Number Document Number Document Number

[123456789 | | | | |

U.8. Passport Number

Expiration Date (if any)(mm/dddyyy) Expiration Date (if any)(mm/dddyyy) Expiration Date (if any)(mm/ddAyyy)

[01/01/2025 | | | |

The expiration date on this field must be recorded, and not expired

Document Title
| Additional Information




Enter the Employer’s information

Compleﬁng SECtion 2 exactly as it appears on the paper

-9 form, including the date signed.

Guardian

Dashboard Start -9 Employee «» E-Verify Reports

Issuing Authority

Document Number

Expiration Date  (if any){mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee, (2) the above-listed document(s)

appear to be genuine and to relate to the employee name st of my knowledge the employee is authorized to work in the United States.
The employee's first day of employment (mm/dd/yyyy [10/23/2020 See instructions for exemptions)

Signature of Employer or Authorized Representative Date (mm/dd/yyy): Title of Employer or Authorized Representative
Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative| Employer's Business or Organization Name
Employer's Business or Organization Address (Street Number and Name) City or Town State Zip Code

You may now complete this section.




Guardian

Dashboard Start -9 Employee »

Once all the information has been

Completing Section 2

E-Verify Reports

Issuing Authority

Document Number
Expiration Date (i any){mm/dd/fvyyy)

entered exactly as it appears on

the paper |-9 form, click
the Save buftton.

Certification:
appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy): |10/23/2020 (See instructions for exemptions)

| attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee, (2) the above-listed document(s)

Signature of Employer or Authorized Representative

Date (mm/dd/yyy):

Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative

First Name of Employer or Authorized Representative

Employer's Business or Organization Name

State

Zip Code

Employer's Business or Organization Address (Street Number and Name)

City or Town

|

You may now complete this section.

=6



Document Retention

Guardian

Dashboard Start -9 Employee v E-Verify Reports

1-9 for Andrews, Robert
QD 7
Details OnDocs Issues Amendments
1-9 Overview

This I-9 is not yet ready for Approval.
You must Scan/Upload the appropriate supporting document presented in list A.

g

z
I-9 Information

- 1-9 Mo: 2,677,704 (Primary) 1-9 Location: Los Angeles
Type: New Hire Paper I-9 |-9 Business Unit:  Western US
Version 3/17/20 1-9 Hire Date: 10/23/2020
Expires:
Date Completed:
Date approved
Section 2
Andrews, Robert . Angela Martin
Hired- 10/23/2020 Signed: 10/23/2020

KDocument Retention Required.

Documents
age found

If prompted, click the Upload
Document button to upload a copy

of the employee’s Section 2
supporting document(s).

View Employee View E-Verify Refresh Update and Go Back Update Info Go Back Delete

Park This I-9

View Section 2

The appropriate supporting document has not been uploaded to the employee's record. Please utilize the Upload Document button to complete this step.

Print Center

[N




After clicking Upload Document,
click Select File to locate the
supporting document(s).

Document Retention

Upload File

Use the Select File button to locate the supporting document image. Note: The file
name must be 78 characters or less and must not contain additional periods (aside
from the file extension) or slashes. Files must be less than 5MB in size.

e

Select File )

———

Close




From the browse window,

Document Retenﬁon select the appropriate file and
click the Open button.

Upload File

€ Open X
1+ « Desktop > Training Guides > Docs - ID IMAGES v O Search Docs - ID IMAGES el
Use the Select File b oganize v+ Newfolder =S~ O @

name n-|U5t be TE‘J l:h £ Google Drive » Passport Card US Passport Drivers License
from the file extension  m sporesase

*
CHECKLISTS g i
Docs - ID IMAGES k{;
Guardian |-9 New Hire Paper - | | =

Jon Snow - Robert Andrews = SSN receipt

Tutonal Updates Drivers License | US Passport

u Box Sync
&) ShareBase
This PC William Zoom -

Permanent
[ Desktop v Resident Card

File name: | Robert Andrews US Passport vl |




The file name of the selected
document will appear in the
window. Click the Upload button.

Document Retention

Upload File

Use the Select File button to locate the supporting document image. Note: The file
name must be 78 characters or less and must not contain additional periods (aside
from the file extension) or slashes. Files must be less than 5MB in size.

e
‘ Select File ’ USP Passport _Andrews_R.jpg
R

t

Close




D 'l' R 'l' 1_. Click the Close button after the file
ocumen erention has been successfully uploaded.

Upload File

The file has been successfully sent




Document Retention

Guardian

Dashboard Start I-9 Employee « E-Verify Reports

I-9 for Andrews, Robert

sssss Amendments

I-9 Overview

Section 2

Andrews, Robert Angela Martin

Hired: 10/23/2020 Saned 10/23/2020

U.S. Passport Note: Document Retention Required.

Upload Document

SAMPLE

[Enlarge]
Documents

If the Enforce Document Capture
Admin setting is set to No, click the
confirmation checkbox.

If the Enforce Document Capture
Admin setfing is set to Yes, you will
be taken directly to the completion
process, shown on the next slide.

Viev

View Section 2

confirm that the appropriate supporting document has been scanned and uploaded to the employee's OnDocs record.



I Click Review the I-9 to check th
Completing the I-9 ick Review the 1-9 fo check the

-9 for mistakes.

Guardian e When ready click Mark Completed
& uatl.guardiandocuments.com//getdoc/6CF55171D12D94 TO Comple_l_e _I_he |—9.

Dashboard Start -9 Employee » E- S
Employment Eligibility Verification
Department of Homeland Security
U.S. Citizenship and Immigration Scrvices
|-9 for Andrews, Robert RN
STARY HERE: Read insiuchons careut efors complting i o Toe
- priven orm Priem .
(I pizyne Moy Brasent I +ciabiah emiicyment aumcnzatn Snd Sertey. The ret lerify Refresh Update and Go Back Update Info Go Back Del
cocumentaton presenied has 3 future expraccn date may iSO CONSHtUte degal CECTITINEtOr -
Details OnDocs Issues Amendments m.:, E':'p'm |mnmmm.amm N
Last Name (Famiy Name) First Name (Grven Name, |-.--::= e m Q NameNmad (if 3y
1-9 Overview Ay i A
| Address (Street Number and Name) Apt. Number City or Town e 2IP Code
123 W. Maiin St. NA Jackson s 216
— - - - Dete of Birth (mm § |US Sccal Securty Mumber | Empioyee's E-mad Address oyei J sieprone Number
This I-9 is ready for Completion. o |resosaee A - /_[ "
§ Before clicking the Mark Completed button, you shouldReview the I-9 Jor mi conrection i Svs comptotion of s farm rment sndios fines for e 2 oruse degye cocuments in
. | attest, undh ity of perjury, that | (check | Todhormi:
= | please carefully check the documents provided by the employ 2 compare = M:E::"’::’m: ::;s" sen fcheck one of 9% .
If there are mistakes in Section 1, go to Section 1 and have the employee mak 02 "’“Z“"‘“"“”"“"“”""" o G pes Y < of the form to validate
these changes. [[] & Almwiid permanent resident (Alen Regsimtion NumberUSCIS &Q'e
T2 At slion suhortzmd o work._ ol (cxpea
If there are mistakes in Section 2, go to Section 2 and make the necessary re T X hanges.
An Aben Regisiraban NumberUSCIS hurmpe:
Once completed, you or your authorized company representative can approve 1. Al Regisiration Numiber USCS Muamber
ORrR
2. Farm 1-64 Aamissan Number
I-9 Information i OR
3. Foreign Passpart Number.
] - 7~ i
-9 No- 2,677,704 (Primary) 1-9 Location” Los Angeles 11 Y
. . [ o 3 Y e Park This |-9
Type: New Hire Paper I-9 |-9 Business Unit:  Western U ¥ +
. . Preparer and/or T )
Version: 3/17/20 |-9 Hire Date: 10/23/2020 ) et nck s preparer o 4 { l
(Fietds below must be. 0 40 ST WP Easetiers anae vansists assst an enpityes n campleang Secton 1)
EXD\I’ESZ I.:S::d:n.ﬂerplnllw offperidry. that | have assisted in the completion of Section 1 of this form and that to the best of my Mark Completed
Date Completed: um.yl.w T ..4\/)// ) F‘/ IM e
Date approved dykfl iy Na \ /l I» st Mame (Gaven Name)
E-Verify
Employee is eligible for E-Veri
ploy 9 ﬁ/ @ Emplayer Completes Next Page @
s s ¥ L inisaia Pave | af




Approving fhe |_ 9 Prior to approving the I-9 click

Review the I-9 to check for

Guardian mistakes, as well as compare to any

) uploaded supporting documents
pashbore stat -9 mployee ~ E-Veriy Reports by clicking the PDF icons. Editing is

1-9 for Andrews, Robert

locked after it has been approved.

\_':) ¢
Details OnDocs Issues Amendments
Approve I-9 v
Instructions

Please note:

You are about to approve this New Hire Paper I-9 for Robert Andrews.

By clicking the Approve This I-9 button below you will be making sections 1 & 2 of this I-9 form permanent.

Please make sure you have reviewed the I-9 form completely before approving this submission. Compare the information provided to that of the original documents (if you still
have them) or review the I-9 documents listed below (if any).

To view the completed 1-9 form one last ti

Click the Cancel button below to return to the previous screen if you need to make changes or further review this I-9.

)
Employee is eligible for E-Verify.

VI%'V Cancel Approve This 1-9
I-9 OnDocs

Date Time File Type Subject File

Created Created Reference Size (KB)
10/23/2020 13:41:23 ﬂ Image/IPEG .S, Passport 73.0




o When ready click Approve This I-9,
ApprOVIng the |'9 which will “lock” the form. The |-9

cannot be edited after it has been

Guardian approved, except by using the

pashboae Starti £ Yerlty Reparts Amendments tool. Approval
1-9 for Andrews, Robert permissions may be restricted to
o = only certain Guardian users.

Details OnDocs Issues Amendments
Approve I-9 v
Instructions

Please note:
You are about to approve this New Hire Paper I-9 for Robert Andrews.
By clicking the Approve This I-9 button below you will be making sections 1 & 2 of this I-9 form permanent.

Please make sure you have reviewed the I-9 form completely before approving this submission. Compare the information provided to that of the original documents (if you still
have them) or review the I-9 documents listed below (if any).

To view the completed I-9 form one last time, Review the 1-9.

Click the Cancel button below to return to the previous screen if you need to make changes or further review this I-9.

)
Employee is eligible for E-Verify.

VI\eS'v Cancel Approve This 1-9

I-9 OnDocs

Date Time File Type Subject File

Created Created Reference Size (KB)
10/23/2020 13:41:23 ﬂ Image/IPEG .S, Passport 73.0



Submit to E-Verify

Guardian

Dashboard Start -9 Employee ¥ Reports

E-Verify for: Robert Andrews

Submission in Progress
A request was submitted to E-Verify and is waiting a response. It may take a few seconds to appear.

Employees subject to E-Verify will
be automatically submitted. Please
see the E-Verify tutorials for
additional information.

Case Verification Number:

E-Verify Summary
Case Status Employee Information

Status: Processing First Name: Robert

Last Name: Andrews

Date of Hire: 10/23/2020

Initiated By: Denise Moreno

Initiated On: N/A
Citizenship Status: U.S. Citizen

View More Employee Information

Go Back

Document Information

Document Type: U.S. Passport or Passport Card
Document Number: 123456789
Document Expiration: 10/10/2021




Uploading the Paper I-9

G u a rd ia n Announcements Help + Denise Moreno + Logout

Dashboard Start -9 Employee « E-Verify Reports

1-9 for Andrews, Robert

Q View Employee View E-Verify Refresh Update and Go Back Update Info Go Back Delete

“ Add Case Not’: . Upload Document b‘ Add E-Mail

ate T Time File Type Subject File
eated Created Reference Size (KB)

10/23/2020 13:41:23 ﬂ Image/IPEG U.S. Passport 73.0

The paper I-9 should be scanned as
a multi-page PDF file, to ensure
both -9 sections are recognized by
Guardian.

From the OnDocs tab of the
employee’s I-9 record click the
Upload Document button.




Select I-9 from the dropdown menu
and click the Next button.

Uploading the Paper I-9

G u a rd ia n Announcements Help + Denise Moreno + Logout

Dashboard Start -9 Employee « E-Verify Reports

Select Document Type

Please select the type of document being uploaded.

US. Passport Card-Front of Card
U.S. Passport Card-Back of Card

U.S. Passport-ID Page
us

. Passport-Barcode Page

-- Alien Registration Receipt Card (Form |-551) -

Darmannnt Dacidant Card (Earm | EE4Y




Click Select File. Browse fo the

Uploading the Paper I-9 scanned I-9 PDF file and click Open.

Guardian Note: Ensure the file filter sefting is
Dashboard Start -9 E-Verlfy gl set to All Files, otherwise you will not
see PDF file types.

Upload File

Use the Select File button to locate the supporting document image. Note: The file
name must be 78 characters or less and must not contain additional periods (aside
from the file extension) or slashes. Files must be less than 5MB in size.

Select File

= This PC
¥ 3D Objects

[ Desktop
Documents
4 Downloads




i Click the Upload butt d th
Uploading the Paper |-9 ick the Upload button and then

click Close once the upload
. is complete.
Guardian

Dashboard Start -9 Employee « E-Verify Reparts

Upload File

Use the Select File buiton to locate the supporting document image. Note: The file
name must be 78 characters or less and must nat contain additional periads (aside
from the file extension) or slashes. Files must be less than 5MB in size.

Select File R_Andrews_|-9.pdf

‘ Upload ’




The uploaded paper |-9 can be

Up|0CIding the Pa per -9 viewed by clicking the PDF icon.

- @ 760B114262DAA94F9111D96A4261D347 - Google Chrome - O
G ua rd ian & uatl.guardiandocuments.com//getdoc/7608114262DAAG4F9111.. & Announcements Help Denise Moreno Logout
Employment Eligibility Verification uscis
Dashboard Start 1-9 Employee v E-V Depariment o Homeland Security W) 0
U.S. Citizenship amd Immigration Scrvices Expioes 10312020
1-9 for Andrews, Robert i
— Section 1. Employes and [T acion 1 of Form 1 o ier
9 "“”:ﬂ”’:"""""'—l""“ﬂ-—-ﬂn*) S/ ke % View E-Verify Refresh Go Back Delete
Py N ot N G My Whstn v O Ly ames Uned 1
: Bievt. [T [
Details OnDocs Issues Amendments ‘Acireas (Steat Nuamber and Name) {....,__ T s
122 . Ny in S N7A |Tackson  |Ms|39ze
«" Refresh “—w [l ~iacaee
1-1-1917 | M_EL@_N/I\ L
Date “ | Time File Type Subject e e i wovibtve o St " File
Created Created Reference 1 attest, undor penalty of perfury, that | am (check one of the following boxes): Size (KB)
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For Additional Assistance

« Select Help from the vertical toolbar to access other
Guardian futorials.

» For additional assistance contact your in-house
Guardian expert.




Confidential User Guide

Please do not distribute this document outside of your
organization without our written permission.

Thank you.
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