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 How are remote I-9s displayed on the Dashboard?

I-9s that are processed by remote agents appear under the Top I-9s

Needing Approval Dashboard panel, once the agent has completed

Section 2.

 Can remote agents submit to E-Verify?

Remote agents can complete Section 2 and mark the I-9 as Completed,

but may not Approve I-9s or submit to E-Verify.

FAQ



 Can remote agents access I-9s after they are approved?

No, remote agents lose access to the interface and I-9 once the I-9 is

marked Approved.

 Can a Guardian user complete Section 2 of an I-9 for remote

processing?

Yes, if an I-9 must be completed by a Guardian user then remote

processing may be disabled, as demonstrated in this tutorial.

FAQ
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Approving Remote I-9s



Table of Contents

Approving Remote I-9s
Once the Remote Agent or 

Verification Center  has completed 

Section 2 for your employee their I-9 

will appear on the Top I-9s Needing 

Approval panel on the Dashboard.
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Approving Remote I-9s
Click the Mark Approved button to 

begin the approval process.
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Approving the I-9
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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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 the I-9
Employees subject to E-Verify will 

be automatically submitted. 
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Disabling Remote I-9 

Processing
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Search for Employee
If a Remote I-9 was created, but 

remote processing is not needed, it 

may be disabled.

First, search for the Employee by 

clicking the Employees tab.
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Search for Employee
To search for a specific employee 

enter the employee’s name in the 

Search by Name field with the
LastName,FirstName format.

Press the Enter key to search.
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Search for Employee Click on the I-9 Number.
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Accessing the Instructions From the I-9 Forms tab, click the [ * ] 
link to access the Remote Agent 

Settings.
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Disable Remote I-9 Processing
Click Disable Remote Hire Process.
Note: remote processing cannot

be re-enabled once disabled.
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Re-generating Remote Agent 

Instructions
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Search for Employee
If the Remote Agent is receiving a 

“Link is Expired” message when 

attempting to access the 

employee’s I-9, regeneration of the 

Remote Agent link is necessary.

Search for the employee from the 

Employees tab.
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Search for Employee
To search for a specific employee 

enter the employee’s name in the 

Search by Name field with the
LastName,FirstName format.

Press the Enter key to search.
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Accessing the Instructions Click the I-9 Number.



Table of Contents

Accessing the Instructions
Click on the OnDocs tab to access 

the instructions.
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Accessing the Instructions Click the Date Created next to 

Remote Agent Instructions.
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Re-enable Remote I-9 Processing Click Delete to remove the record.
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Re-enable Remote I-9 Processing
Click the Delete button to

confirm removal.



Table of Contents

Click on the View Employee button 
to return to the I-9 Forms page.Re-enable Remote I-9 Processing
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On the I-9 Forms tab, click [ * ]Re-enable Remote I-9 Processing
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Click Create Agent Instructions to 
regenerate the document

and new URL.

Re-enable Remote I-9 Processing
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Re-enable Remote I-9 Processing
Enter the email address in the

To: Field. 

Click Send or Edit E-Mail to resend 
the Remote Agent Instructions 

email.
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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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