Tracker I9 Help Guide
Log into the Employee Gateway using the internet browser of your choice (note: Google Chrome works
best).

Once you are logged in, click on the Tracker I‐9 link.

Click Tracker I‐9 on the left navigation bar.

Tracker I‐9 will open in a new window/tab. If it does not open, you may need to allow pop ups for this
website.

The Tracker home page is your Form I‐9 Dashboard: You will only be able to access the I9 forms for the
employees assigned to you. If you do not see an I‐9 form for your new employee, they have not
completed section 1 of the I‐9 form in their onboarding tours. The I‐9 form is created when the
employee reaches that tour stop in their online paperwork. You will be able to complete section 2 once
the employee completes that step in their onboarding tours. Please DO NOT click “Create new I‐9: New
Employee”
Click on the number under "Total" in the "Section 2 Due" box to see all I9s that are ready for completion

From this list, click on the name of the employee whose I9 you are ready to complete. Note: If you do
not see the employee’s name, either the employee has not completed their onboarding tours, the I‐9
form is assigned to another I‐9 approver, or the I‐9 form is already complete. Please DO NOT click
“Create new I‐9: New Employee”

The employee's (or person's) profile will open, which includes the I9 forms he/she has completed. A new
form is required each time the employee (person) is rehired.

The instructions to complete Section 2 are listed at the top of the page. Simply click on one of the drop
downs in List A, B or C to see the full document selector. Before selecting the documents, click on “View
Section 1 Employee Information” and review this with the employee to ensure all information is correct.

If the Start date has changed from the orginal offer, be sure to verify the Start date listed in this box is
correct. If it is not the correct date, please update it.

You will see a full list of all the documents available to choose. Only those choices that represent the
citizenship status selected in Section 1 will be available to select. The other choices will be grayed out:

Examples of each document are displayed to the right of the list choices. As you mark a selection, the
document example will show on your screen. You may either click the picture of the document or click
on the dot under the pictures to scroll through the sample documents.

Once you make your selections, you will select “Continue with Selected Document(s)”(note: you may
have to scroll down:

Any time you select the Social Security Card as a List C document you will need to answer this question:

If there is no special notation on the document provided, click “No”. If there is a special notation on the
document click “Yes” and ask the employee to provide another valid List C document.

This screen will be displayed if you answer “Yes” to this question:

Enter the information from the I‐9 verification documents provided by the employee:





Select the Issuing Authority from drop down menu.
Enter Document number.
Enter expiration date if applicable.
Click on “View and Upload File” to upload copies of the employee’s I‐9 document(s). Please
make sure the copies are legible especially the ones containing a photograph. There are some
documents used where photo matching is required during the E‐Verify process.

Enter any additional information or notes in the box provided.
Once you enter the document information and expiration dates, you can save the data and Sign Section
2 by clicking the “Save/Validate” button.

If there is any missing information, the data entered will not be saved until you correct the issues. The
fields needing attention will be highlighted in red and instructions will be listed in the validation
Summary:

Once everything has been entered save and validate the entries.
The employment information is pre‐populated based on the information from the onboarding tour.
Make sure the Start Date is acurate. If this date is incorrct, enter the correct date before signing section
2.

Sign Section 2: Verify signature information is correct, check the box next to “I Agree”, and then click
“Sign Form I‐9 Electronically”.

Once you have signed the I‐9 form the ERIC onboarding team will submit it to E‐Verify and finish
anything related to E‐Verify.

Dashboard information:
The I-9 dashboard shows you where each I-9 is in the process.

Each section highlights the number of I‐9 Records within each section of the I‐9 with different colors
representing urgency. The urgency is based on when the task is due and will differ depending on the
task.




Red means critical
Turquoise means warning
Blue means not yet urgent

The bars are clickable hyperlinks to review the list of records and take action.


Section 1 Due ‐ Counts I‐9 Records that have Sign Section 1 as the next action and are due today or
overdue, due in the next 7 days, or due at a later date.



Section 2 Due ‐ Counts I‐9 Records that have Sign Section 2 as the next action and are due today or
overdue, due in the next 7 days, or due at a later date.



E‐Verify/Pending ‐ Counts E‐Verify cases that have E‐Verify as the next action and are due today or
overdue, due in the next 7 days, or due at a later date.



Reverification Due ‐ Counts I‐9 Records that have Reverify as the next action and are due in the
next 7 days or overdue, due in the next 90 days, or due at a later date.



Receipt Reverification Due ‐ Counts I‐9 Records that have Receipt Reverification as the next action
and are due in the next 7 days or overdue, due in the next 90 days, or due at a later date.

Search:
To find a specific employee’s I‐9, click on the magnifying glass in the top right corner of the screen:

You may search by:






Last name
First name
Employee I9 (best result)
Social
Date of birth
Click on the Search button.

Logout for Safety:
When you have completed your work in Tracker I‐9 Complete and no longer require access or are at the
end of your day, please click the Logout button: top right of every page. If you are idle for
approximately 20 minutes, the application will automatically log you out for security purposes and you
will be required to log back in to continue using Tracker I‐9 Complete.

NOTE: Your user name and password will not work on this page. If you need to log back into Tracker you
will need to click on the Tracker I‐9 link from the Gateway and the oboarding navigation menu.

If you have any questions or need help please contact ERIC customer service at 801‐538‐3742.

