
Guardian I-9 System Modified Templates 
 

The following system templates have been modified by the Systemwide Administrators to support 
the University’s I-9 process. Templates may be modified further at the location level by the I-9 
Administrators. 
 
 
Custom Help Pop Ups: 
 
Social Security Number Yellow Pop up: “If you do not have a Social Security Number, please 
enter T” has been added to assist those employees who do not have a Social Security Number 
given the field is required. (Found in Custom Help under “I-9 Form, Section 1”) 
 

 
 
Other Names Used Yellow Pop up: “If no other names have been used, please enter N/A.” has 
been added given the field is required. (Found in Custom Help under “I-9 Form, Section 1”) 
 

 
 
Email Templates: 
 
Template: Employee Login E-Mail/Password  
Initial email received by the employee with account information to complete Section 1. (Found in 
Templates) 
**Each location will need to modify template with location name 
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Template: Instructions to Employee for completing Section 1 of the I-9 Form 
Initial email received by the remote employee instructing them to complete Section 1 and work 
with a remote agent representative to complete Section 2. (Found in Preferences under Remote 
Hire: Documents) 
**Each location will be prepopulated with their location name 
 
 
  

 
 
 
Template: Employee I-9 Completion Email (Found under Templates) 
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System Text: 
Adjusted language for consistency purposes 
 
Template: shows after employee has completed Section 1 and is viewing the acceptable 
documents sheet. (Found in Custom Help under “Acceptable Docs Message”) 
 

 
 
 
Template: shows after employee has completed Section 1 and may log out of system. (Found in 
Custom Help under “Appointment Message 1”) 
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