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Key Notes: 

 When setting up the Guardian system, the 
administrator puts in HR users, locations, and occupation 
classes. The HR user will be linked to the employees by the 
location and occupation class they are then  assigned to.  
“Occupation Class “ is an arbitrary title, and can represent 
groups of employees whatever way the administrator wishes. 

 

 All permission levels assigned (see System 

Preferences)  need to be considered so that the admin 
designates  who will be handling  I-9 approvals and E-Verify 
submissions. 
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Key Notes: 

 The administrator will set up locations,  occupation 

classes , and HR users. Here the colors are grouped 
together to demonstrate how employees are attached to HR 
users via location and occupation class (jobs) 
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To begin set up, Select Administration on the General Toolbar 



Adding Guardian Users 
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Choose HR Users to create Guardian Users 
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Manage an existing user or Add a new user 
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Enter Personal Information and Login  

Information; Please Note: SSO arrangements 

may have Login Information disabled 
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Click the Privileges Tab 
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Select the HR Type, either Full Featured or  

Location Manager 
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Select HR Privileges to tell Guardian what  

the HR user can do; Please Note: For Location  

Managers, you must first set Permissions 
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Click the Permissions Tab 
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Select HR Privileges to tell Guardian  

how and where  the HR user can  

see employees and their I-9s 
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Click Add Group to make the HR user  

a member of an HR Group sharing  

responsibility over a Location or  

Occupation Class of employee’s I-9s 



Adding Locations 
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Choose Locations to create location records 
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Manage an existing Location or  

Click Add to create a new Location 
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Enter the location’s General Information 
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Enter the Primary Location Address which 

auto-populates Section II of the I-9 form. 
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Select level of HR Permissions at the Location: 

Admin View-Edit-All, None, View Only, or View/Edit 



Adding Occupation Classes 
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Choose Occupation Class to create Occupation Classes 
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Manage an existing Occupation Class or  

Click Add to create a new Occupation Class 
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Name your Occupation Class 
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Assigning Responsibilities & 

Notifications 
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Choose HR Assignments to assign  

HR users’ responsibilities; Please Note: 

If HR Assignments is not visible, assign 

responsibility by occupation class  

via Locations 
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Make sure a HR and/or HR Group is assigned to each Occupation Class 

for each Location. Select Location and then assign a HR and/or HR Group 

© 2013 LawLogix Group, Inc.  All Rights Reserved.  LawLogix Confidential 



• Select Tutorials and Information from the vertical toolbar to 
access other system tutorials.  

 

• Select the help icon      located in the upper left hand corner of 
the vertical toolbar. 

 

 

Further Assistance 
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Confidential User Guide 

  

 Do not distribute this document outside of your organization without our written permission. 

  
Thank you. 
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