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FAQ

> Where can | upload documents within Guardian?

Documents may be uploaded from the OnDocs tab, either within the
Employee record or the I-9 record. It is highly recommended that only
documents related to the -9 process be uploaded. Documents specific
to an I-2 should be uploaded from the I-9 OnDocs tab. If a document
applies to more than one I-9 record for an employee, uploading to the
general OnDocs tab from within the Employee record may be
appropriate. 1-9 forms and their supporting documents should be
uploaded to the specific I-9 OnDocs tab.




FAQ

> Are there any reports available regarding Documents?

Yes, uploaded documents as well as case notes are reportable. Users
may create and run an Interactive report type, selecting the
Documents Base Table. Applicable columns (fields) may then be
added to the report, as desired. A variety of filter options are also
available, including Employee Group, Location and Status.

» Can | delete a document | uploaded OnDocs?

Yes, documents uploaded by a user may be deleted from OnDocs.




FAQ

> What file types can be uploaded?

Any file type may be uploaded, except for application files (i.e.,
Executable files). Only image file types and PDFs may be previewed
from within the browser. Other file types will require downloading to
open (i.e., Word Documents).

> Is there afile size limit?

Yes, documents must be less than 5MB in size to be successfully
uploaded.




o Depending on whether you wish
AcceSSIng OnDOCS to upload to the I-9 OnDocs or the
Searth Employees Employee OnDocs (for documents
sera form not specific to a certain 1-9),
i you must first open either the
Emploree 6D | 11, areged Groume N I-9 or the Employee record.
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Open either the 1-9 or the Employee

ACCGSSing OnDocs record, as it relates to your

document(s).
G u a rd ia n Announcements Help + Denise Moreno « Logout
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Employee Search Options
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ACCESSing On DQCS Open the OnDocs tab.
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ding Documen‘l's Click Upload Document.

G ua rd ia n Announcements Help - Denise Moreno + Logout
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Select the appropriate Type for
your document.

Uploading Documents

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

Dashboard Start I-9 Employee « Reports

Select Document Type

Please select the type of document being uploaded.

Plea

- 9

Other
-9

U S Passport Card
| U.S. Passport
-- Alien Registration Receipt Card (Form |-551) --

-- Permanent Resident Card (Form 1-551) -

-- Foreign Passport with Temp. I-551 Stamp --

CArninn Daccnar with Tamn | G54 MDIV




Uploading Documents Click the Next button.

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.

| U.S. Passport |+ |




Uploading Documents Click the Select File button.

Announcements Help + Denise Moreno « Logout

Guardian

Dashboard Start1-9 Employee » E-Verify Reports

Upload File

Use the Select File button to locate the supporting document image. Note: The file

name must be 78 ¢ acters or | and must not contain additional periods (aside
from the file extension) or slashes. Files must be less than 5MB in size.

( SelectFile )




Select the desired document and

Uploading Documents click Open.

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

Dashboard Start1-9 Employee » E-Verify Reports

Upload File

€ Open
Use the Select File b A & » ThisPC > Pictures
name must be 78 chal
from the file extension)] Orgenize »  New folder

= This PC ; - )°
Select File 3D Objects \ PDF

1 Desktop

% Documents
3 Downloads
B Music

=] Pictures

B Videos

e Windows (C:)

- -
¢ User Drive (L) 8

USP ID page

USP Male generic USPC back

& Network
Voter
v Registration

.
File name: | USP Male generic | Al Files v
e




I Click Upload to upload th
Uploading Documents ck Upload fo upload fhe

document.
G u a rd ia n Announcements Help +

Denise Moreno « Logout
Dashboard Start -9 Employee « E-Verify Reports

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 USP Male generic.jpg
 —

‘ Upload

———

Close




o Click the Close button to close the
Uploading Documents Upload window.

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

Dashboard Start1-9 Employee » E-Verify Reports

Upload File

The file has been successfully sent




The document will now be visible

Up|0CIding Documents within the OnDocs list.
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For image file types and PDFs, the

Upquding Documents Adobe button can be clicked to

view the document.
Guardian Announcements Help + Denise Moreno + Logout

| @ OnDocs Image - Google Chrome = O X
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Click the Date Created to access

Ediﬁng Documents additional document options.

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

Dashboard Start -9 Employee v E-Verify Reports

1-9 for Smith, John
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Refresh I Add case Note [l Upload Document | [l Add E-Mai
Date ! Time File Type Subject File
Created Created Reference Size (KB)

16:03:05 ) mage/teec U.S. Passport 73.0
10/21/2020 15:50:08 B Adobe Acrobat 19 #2676213 Snapshot [ Approve This I-9 ] 408.7
10/21/2020 15:41:11 B Adobe Acrobat 19 #2676213 Snapshot [ Mark Completed ] 408.7

Total Documant Storana-




From here, the File Name and

Ediﬁng Documenfs Reference can be edited.

G u a rd ia n Announcements Help » Denise Moreno « Logout
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Notes can be attached 1o the

Ediﬁng Documenfs document, if desired.
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For image or PDF files, the

Ediﬁng Documenfs document can be rotated or
flipped, as needed.
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Use either of the Update buttons to

Ediﬁng DOcumenfS save any changes.

Announcements Help » Denise Moreno « Logout
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Use the Right Click Here link to

DOWh|OCIC|ing Documents download the document.

Guardian Announcements Help + Denise Moreno Logout
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Guardian

Dashboard

I-9 for Smith, John

Start -9

Deleting Documents

If needed, uploaded documents
may be removed from OnDocs be

clicking the Delete button.
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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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