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To terminate an employee, click the

sequhing for Employee Employees tab on the Dashboard

in the Standard Infe
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Enter the employee’s name in the

SeCII‘Ching for Employee Search by Name field in the

following format:

Guardian & E mployees

-9 and E—Verify Search Options
Comp\iance System Results: 0 Employees Found

,. Options Search by Naifie: .b"‘. All Employees g™ Presets « Resulis: |4 4 Pagel p P Wh e n fi n is h ed ’ C ”C |< Th e Enter Key
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@ Dashboard
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Optionally, specific search criteria

Sequhing for Employee may be entered by clicking the
Options button.

Guardian & Employees

-9 and E—Verify Search Options v
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Enter the specific search criteria in

SeCIrChing for Employee the corresponding fields in order to

narrow the search. Click the
Guardian g Employees Do Search button.

[-9 and E-Verify Search Options P
Compliance System

Employee Name Andrews, R E Employee ID No | =
@ Dashboard -
Location Name Belmont - Phoenix v Location Number
© Start1-9
Location City Location State
W E-Verify -
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BB Reports
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Once the correct employee

SeCIrChing for Employee appears in the listing, click on the

employee’s name to access the
Guardian &Employees Employee Record.

[-9 and E-Verify Search Options P
Compliance System i | 4B Al Employees ®

Set Defaults g Use

Employee Name Andrews, R [ Employee ID No | =
@ Dashboard i
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© Start1-9
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& I-9 Forms

IIIIIII(‘

= Tasks

Ll Charts & Graphs Results: 1 Employee Found

Results: |4 4 Pagel p Pl

w Announcements

Emy e Name Title 1-9 Number Employee Group Date Hired Location Status
& ICE Audit Andrews, Robert 2200060 Southwest = Arizona > Belmont 05/01/2016 Belmont Current
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From within the Employee Record,

Employee Record Access click on the Job Details tab.
cuardian B Robert Andrews

9 a.nd E-verify J 7 Employee Access Refresh Update and Go Back Update Info Go Back Delete
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© Start1-9
First Name = Robert 1] Work Phone Ext
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1 My Settings
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From the Employment History

Employee Terminqﬁon section, click Terminate Employee.

cuardian /& Robert Andrews

1-9 and E-Verify 0 7 Employee Access Refresh Update and Go Back Update Info Go Back Delete

Compliance System
Personal Job Details Tasks 1-9 Forms OnDocs Login Info Custom Fields E-Verify

Job Information
@ Dashboard
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Enter the termination date and click

Employee Terminqﬁon the Update Info button.

cuardian B Robert Andrews

-9 and E-Verify ) T Employee Access

. Refresh Go Back Delete
Compliance System
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The termination date will appear in

Employee Terminqﬁon the Employment History section,

and the Terminate Employee
Guardian & Robert Andrews button will now be a Re-Hire
1-9 and E-Verify () T Employee Access Employee bUTTOﬂ.
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To re-hire an employee, click the

Sequhing for Employee Employees tab on the Dashboard.
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Enter the employee’s name in the

SeCII‘Ching for Employee Search by Name field in the

following format:

Guardian & E mployees

-9 and E—Verify Search Options
Comp\iance System Results: 0 Employees Found
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Optionally, specific search criteria

Sequhing for Employee may be entered by clicking the
Options button.

Guardian & E mployees
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Once the correct employee

Sedrching for Employee appears in the listing, click on the

employee’s name to access the
Guardian QEmponees Employee Record.
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Once on the Employee Record,

Employee Record Access click on the Job Details tab.
cuardian B Robert Andrews

9 a.nd E-verify J 7 Employee Access Refresh Update and Go Back Update Info Go Back Delete
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o Prior periods of employment can be
Employee Re' lee seen from the Employment History

section.

cuardian /& Robert Andrews

ey |0 7 Employeecees To re-hire the employee, click the
Re-Hire Employee button.
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Enter the appropriate re-hire date

Employee Re'lee info the Date Re-hired field and
click the Update Info button.

cuardian B Robert Andrews

9 a.nd E-verify ¥ Employee Access Refresh Update and Go Back Update Info Go Back Delete
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Employee Re-Hire
cuardian /& Robert Andrews
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The new Date Hired will appearin
the Employment History section,
and the Re-hire Employee button
will now be a Terminate Employee
button.

The employee will need a new |-9,
or a Section 3 (depending on
company policy and the previous
I-? completion date), to represent
the new period of employment.



From the employee record, click

Employee Re-Hire the 1-9 Forms fab.

cuardian /& Robert Andrews
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To begin a new I-9, click the Add I-9

Employee Re-Hire
cuardian M Robert Andrews

9 a.nd E-verify @ Employee Access Refresh Re-Evaluate Dashboards Update and Go Back Update Info Go Back Delete
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button that is appropriate to your
organization’s workflow.
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To instead complete a Section 3 to

Employee Re-Hire document the re-hire event, first

click the I-9 Date Created to open
Guardian &) Robert Andrews the 1-9 record.
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o Click one of the available Add
Employee Re-Hire buttons to begin the Section 3

7 process.
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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.

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.



