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FAQ

> Why is it important to upload paper I-9 forms?

In instances in which |-9s are not completed electronically, the paper
form is the controlling document. It is important to reflect the conftrolling
-9 within the Guardian [-9 record. This is applicable for New Hire Paper
and Archival Paper |-9 types.

» Which OnDocs folder should be used to store paper 19s?

The specific -2 OnDocs folder must be used to correctly associate the
scanned image to the |-? record.
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FAQ

> Why are there 2 OnDocs tabs within the employee record?

There are two different places to store documents within the employee
record. The OnDocs tab visible when accessing the employee record is
considered the “general” OnDocs and shows all information added
directly to the general OnDocs tab as well as the individual -2 OnDocs
tabs. In this way, information can be catalogued and associated to
specific |-9 records.
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Search for the employee from the

Up|OC|ding 'I'he PCIper |'9 Form Employees tab, then click on the

. T s employee name to access the
Guardlan Search I-9 Forms Employee Record.

Search Tasks
Dashboard Start -9 Employee « =VETTTy Reports

Employee Search Options

Results: 1 Employee Found v
Results: |4 4 Page1 p Pl

| Title 1-9 Number Employes Group Date Hired Location Status

2677704 Western US » Los Angeles 10/23/2020 Los Angeles Curren it

Copyright 2021 Hyland Software, Inc., LawLogix Division



Uploading the Paper I-9 Form Select the 1-9 Forms tab.

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

Dashboard Start -9 Employee « E-Verify Reports

Robert Andrews

J ¥ Employee Access Refresh Re-Evaluate Dashboards Update and Go Back Update Info Go Back Delete
Personal Job Details Tasks OnDocs Login Info Custom Fields E-Verify
Settings v
Personal Information Contact Information
First Name | Robert 0] Work Phone Ext
Middle Name Home FPhone Ext
Last Name | Andrews Cell Phone Ext
Maiden Name | N/A E-Mail
Title

Home Address

Date of Birth | =*/*/1977
Line1 123 W. Main St.

Social Security # | *-""-9462

Line 2
Language | English v
Apt#
Employee ID
City, State | Jackson MS

Zip, Country | 39216
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Uploqding '|'he Pqper |-9 FQrm Select the appropriate 1-9 record.

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

Dashboard Start -9 Employee « E-Verify Reports

Robert Andrews
Q Employee Access Refresh Re-Evaluate Dashboards Update and Go Back Update Info Go Back Delete
Personal Job Details Tasks I-9 Forms OnDocs Login Info Custom Fields E-Verify
Refresh 4- Add I-9 1- Add I-9 for Remote Processing
-9 view © [Primary] Type Date I-9 Location I-9 Business I-9 Date Section 1 Section 2 Date Date Date
Mumber -9 [ * 1 Setup RH/RA Created Name on Form Unit Started Signed Signed Completed Approved Expires
2677704 ﬂ [P] New Hire Paper I-9 Andrews, Robert Los Angeles Western US 10/23/2020 10/23/2020 10/23/2020 10/23/2020 10/23/2020
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Uploading the Paper I-? Form Select the OnDocs fab.

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

Dashboard Start -9 Employee « E-Verify Reports

1-9 for Andrews, Robert
Q 7

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

I-9 Overview

E-Verify needs attention.

<
E' I-9 Information
|-9 No- 2,677,704 (Primary) 1-9 Location Los Angeles &
_ Type: New Hire Paper I-9
Version: 3/17/20 |-9 Business Unit Western US v
Expires: |-9 Hire Date: 10/23/2020

Date Completed: 10/23/2020
Date approved: 10/23/2020

Current Employee Information

Andrews, Robert

Current Business Unit: Western US
Current Hire Date: 10/23/2020

View Employes

Section 1

Andrews, Robert Signed: 10/23/2020 View Section 1

Preparer/Translator

No Assistance Provided Signed View Prep
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Uploading the Paper I-9 Form

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

Dashboard Start1-9 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

EE———
;' Add Case Not 2 . Upload Document. H Add E-Mail

Date T Time File Type Subject File
Created Created Reference Size (KB)

~
10/23/2020 13:41:23 ﬂ Image/IPEG U.S. Passport 73.0
10/23/2020 13:18:58 ﬂ Image/JPEG U.S. Passport-ID Page 80.0

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

Uploading the Paper I-9 Form

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

Dashboard Start -9 Employee » E-Verify Reports

Select Document Type

Please select the type of document being uploaded.

Please select

.S. Passport Card
U.S. Passport

Alien Registration Receipt Card (Form |-551)

Permanent Resident Card (Form 1-551)

Fareign Passport with Temp. I-551 Stamp

Earminan Dacenar with Tame | ER4 MDDV
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Click Select File. Browse fo the

Uploading the Paper -9 Form |[Pesastniisupning s

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
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Uploqding the Pqper 1-9 Form Click the Upload button and then

click Close once the upload is
Guardian complete.

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 not contain additional periods (aside
from the file extension) or slashes. Files must be less than 5MB in size.

Select File R_Andrews_|-9.pdf

(R ’
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. The uploaded paper |-9 can be
Up|00d|ng fhe Pqper |'9 Form viewed by clicking the PDF icon.
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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.
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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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