-9 APPROVER

As the I-9 Approver, you

will receive an email from
onboarding@utah.gov notifying
you that Section 2 of the Form I-9
needs to be completed for a new
hire.

Tracker 1-9 Browser Warning

This application requires Microsoft Internet
Explorer version 6 or later (version 7 is
recommended) and JavaScript enabled to
function properly. Access is site in the latest
version of Internet Explorer and check your
browser settings (Tools > Internet Options >
Security Tab) to make sure JavaScript (also
called Active scripting) is enabled and this
site is “trusted”

The link in the email will direct you
to the EmployeeGateway. You will
need to log in to the Employee-
Gateway to access the I-9.

Once you log on to the Employee-
Gateway, click on the Tracker I-9
link on the home page.

o F u T A H

E M P L O Y E E G AT E W A Y

[E] Manager Console Sent From Workflow Stage Due n User Name

After clicking on the Tracker I-9 link, you will be brought to this
page where you will need to click on Tracker I-9 to access the I-9.

¢ ( Note: if this is the first time you access Tracker I-9, you may need to click
the link a few times as the Tracker site authenticates your information )



http://dhrm.utah.gov/gateway

AT E o F u T A L]
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& Home

Home

| L T When you click on the
. Tracker 1-9 link, you will
B — be brought to the the Tracker
e : . page. You will need to scroll
fposeenien  fon [wewsemts B down tothe Top 10 Sections 2

Q@ 7mzzors cow,cLARA 77z Due bOX. There you Wi” see a”

@ 7muzis  LION, MUFASA 712802014

R —— I-9s assigned to be completed.

% My Inbox Proxies

Select the person you are
approving.

CHRISTOPHER Test | Logou

E mm
@ Home
Home
onboarding ) [y mbox < rackerro =
Navigation HMenu

CHRISTOPHER Test :: Logou!
3 Views QTracker @ ‘ K Utah Department of
S

Dy oo Human Resource Management ., .\

Manager Console

Dashboard WebFax™ Inbox | E-Verify Cases | Reporting | Resources | Help
(sl Manager Dash

July 31, 2014

© Trscier o Global message for [USER] role
3 Settings
Ga Bock to Review 19 Records =

8wy oo Proxes QSearch by Name -

Go to Advanced Search

MONKEY, RAF|K| Attach  Deletels Form 1-9 Signing History El
Next Action Needed: SIGN SECTION 2 Due Date: 7/31/2014 (2] View 1-8 Changes Since Last Sianed
Last Audit:None Terminated: None ~ Set Not Done. —

7/21/2018 2:00:07 EM
Section 1. ion and

i Once you click on a name, it will bring you
Fist e RAFI to the Form I-9. You will see Section 1 has
T e been completed by the employee. Scroll down
to complete Section 2.

E-mail Telephone

‘Onboarding d My Inbox = TrackerI-9 L
Navigation Menu
= Views Section 2. Employer or Authorized Representative Review and Verification®

12 Wy Inbox Edit Section 2

L TETEED Employment Verification Documents

hli Manager Dash

: _ : To complete Section 2,
@ Tracker 19 ListA ListB ListC - X -
Identity and Employment Authorization Identity Employment Authorization Cl Ick on the Edlt Sectlon 2

= Settings
None None None

&, My Inbox Proxies b UttO n .

Issuing Authority

Document #

Expiration Date




Search

Home
‘Onboarding <« My Inbox %/ TrackerI-9 L]
pavoation Ho Section 2, Em| r or Authorized Representative Review and Verification™
= Views [ Save and Validate ] [ Cancel ]
) My inbox Employment Verification Documents @
Manager Console
li]i Manager Dash
. Tracker -9
No Document Selected No Document Selected No Document Selected
= Settings . .
# My Inbox Proxies ] - - = - - CI |Ck the Ilnk:
Click to Select Documents from List A, B, C Click to Select Documents
Docu! i Dociuauts Docwuouts .
from List A, B, C
Expires Expires Expires
ly Inbox #/| Tracker I-9 ®
Section 2. Employer or Authorized Representative Review and Verification
[ Save and Validate ][ Cancel ]

Employment Verification Documents @

Employment Verification Documents %

The employee must present one document from List A OR one document from List B and List C

This is a pop-up screen.
Depending on which docu-
ments the employee provides you,

NO DOCUMENTS SELECTED: Click to select work authorization and identity documents from the list below

* T

. . U.S. Passport or U.S. B Driver's License or Non- [ | Social Security Account |-
you will need to make a selction Passport Card driver's ID Card Number Card
within List A or List B + C. For this [ | U.S. Military card or draft | | Birth Certificate (U.5.)
Permanent Resident Card record

or Alien Registration I . E
Receipt Card (Form 1-551) | |= W Certification of Birth

5 Military dependent's ID Abroad
card

example, we will use List B and List
C.

T 1-551 St
em parary amp or Certification of Report of

Notation i § ,
Canadian Driver's Birth
Employment Authorization HEZES
Document (--766) ] . DHS Employment
Notes and Tasks (Internal Use Only) ID card issued by a Authorization Document
Foreign Passport with 1-94 CJECELIEN ]
2| Employed ID i ) Resident Citizen ID Card -
Imml= L
My Inbox *|| TrackerI-9 x
Section 2. Employer or Authorized Representative Review and Verification®
[ Save and Validate ][ Cancel ]
Employment Verification Documents @
i ¢ Employment Verification Documents %
Ic e

ed The employee must present one document from List A OR one document from List B and List C

In thiS eXampIe, Driver’s l COMPLETED: Click OK to continue and enter document details '

License was selected in List B.

. . - - -
SOC|aI Secu r|ty Account N umber U.S. Passport or U.S. T Driver's License or Non- | | Social Security Account | |
. . Passport Card driver's ID Card Number Card
Card Was SeIeCted In L’St C- Once you I — Driver's license or ID card = Social Security Account
k I t, ,” th T e R issued by a state or outlying MNumber card other than one =
N possession of the United | that specifies on the face
make your selection you will see € ;reﬁlé?;l%eagl‘f:?;ﬁ: 1-551) States provided it contains a that the issuance of the card
- E photograph or information does not authorize
COMPLETED message above. such as name, date of birth, employment in the United
Temporary I-551 Stamp or gender, height, eye color States. b |
Notation and address. More Info
More Info
Then click OK Employment Authorization Birth Certificate (U.S.)
Document (-766) i U.S. Military card or draft
o Certification of Birth
Wﬁw Abroad
adl Military dependent's ID aul 54

[CJEmployee

oK CANCEL
[CJEmployee
in lieu of an origmaT uvconTENTIOT W




[ My Inbox @” Tracker I-9 @]
Section 2. Employer or Authorized Representative Review and Verification®
[ Save and Validate ] [ Cancel ]

Employment Verification Documents @

Clear Documents

ListB ListC
Identity Employment Authorization '” h b d
None Driver's License or Non- ocial Security Account You will then be prompte
driver's ID Card umber Card to fill out List B and List C
. ) Driver license/lD: . 55ui.ng Auth.orityI - . _ The driverls I|Cense must
Issuing Authority <Select One> ¥ *required Social Security Administration i
not be expired
State: -
Country of Issuance: <Select One> - Jocument# - The Social Security card
MOME || *required : .
Document £ Issuing Authority pires must be Slgned
ile Attachment @&
Expires — Browse...
Document #

File Attachment &
Expires

File Attachment @

Browse...
L
Employer State of Utah va
Business Name State of Utah
[ My Inbox @H Tracker I-9 @l

Section 2. Em, r or Authorized Representative Review and Veri
[ Save and Validate ] Cancel ]

Employment Verification Documents @

Clear Documents

ListB ListC
Identity Employment Authorization

None Driver's License or Non- Social Security Account Once you have Completed
driver's ID Card Number Card everything in LiSt B and
) ) Driyerlicgnsele: Issui.ng Auth.ority _ : L,‘st C’ you can up|0ad the cor-
Issuing Authority Driver's License « Social Security Administration . .
responding documents in the
Country of Issuance: Slj::: - Document | 123456789 Corresponding COIUmn.
MOME ¥ || Issuing Authority Expires
Document # UT DPS Division of Motor Vehicles

— Then click the Save and
Expires Document # 123456789 Browse... Validate button abOVe.

File Attachment @ Expires  12/11/2018 ?

File Attachment @

Browse...




My Inbox *" Tracker I-9 %]

Employer State of Utah

Business Name State of Utah

Worksite 2120 State Office Building, Salt Lake City, Utah 84114
19 Manager Test, CHRISTOPHER

E-Verify Options
D E-Verify ON

Employee began employment on (Start Date): 7/28/2014

Notes and Tasks (Internal Use Only)

Employee ID 194905 Click on this link to
[[] Employee hired for three days or less eIeCtronica”y Sign SeCtion 2
[[] Employee presented an acceptable receipt Of the Form |_9
in lieu of an original document for
) ListA ) ListB () ListC
# Section 2 has not been signed. Click to display Signature box. | |
Employer Verification If there are no errors or if all
! atg“ﬁau;dm:ldt{hzil];m?n}{;a;emted by the above-named employee errors have been CorreCted’
2) The above-listed d be i d 1al th 1 ed H i
B e el s Pt et e e e you will be brought to this page.
The emplovee's first day of employment (mm/dd/vyvy): Monday. July 28. 2014 YOUF name Wi” aUtO popu Iate YOU
Name:|Test CHRISTOPHER | Title: |GOLF PROFESSIONAL | will need to check the | Agree box.

**IMPORTANT: YOU ARE SIGNING A U.S. GOVERNMENT FORM™*

1 am aware that federal law provides for imprisonment and/or fines for false statements in
pnnectionyith the completion of this form.

| Agree ] *

Display Paper Signature

l Sign Section 2 lanoel E

Then click on the Sign Section 2
button.

Ll

Tast Updated: 113172014 L»

= Section 2 Signed on: 7/31/2014

R saeain ol e S \ Once you click the links, this
——— will show that the form as

been signed.

> = View Section 3: Reverification and Rehires

If there is incomplete information you will get an error message. Form 15 Valiaton lets

Alert Key:

| Section 1 Alerts ]
i, Middle name is blank.

All errors will
be listed in

_ _ _ the right-
Section 2 Cannot Be Signed Until All Curable Errors Are Corrected
Edit this section to address all curable errors as listed in the Form |-9 Validation Alerts box. ha nd S|de of

the screen.

£/ section 1 Employee Signature is not
compliant

Employee Signature

| Section 2 Alerts

€3 The SSN in Section 1 does not
match the SSN entered in Section 2

i, Section 2 requires Emplayer
Signature.




s
E m P

 Home

L

CHRISTOPHER Test | Logout

Onboa
Navigation Menu

 Views

(24 my inbox

[E] Manager Console
[afll Manager Dash
@ Tracker 1o
 Settings

By oo Proxes

«

My Tnbox || Tracker19  *

cker @

Sueat

X

CHRISTOPHER Test :: Logout
Utah Department of

Human Resource Management . ... .

WebFax™ Inbox | E-Verify Cases Resources

Reporting Help

,Wecord s

Juiy 31, 2014

Global message for [USER] role

Manage Employees

Top 10 Start Date Missing Top 10 Section 1 Due

Create New

Date Created Employee Name Start Date DueDate  Employee Name

Create Historical Form I-9

Reports

After Section 2 has been

signed you can click on the
Dashboard tab to bring you to your
approval list.

s
E m P

| Logout

@ Home

Onboarding
Navigation Menu

= Views
() My Inbox.
21 manager Console
[ul] Manager Dasn
@ Trackerio

S Settings

3 My Inbox Proxies

=

Home

My Inbox | Tracker1-9 =

@ Tracker ® X

CHRISTOPHER Tl = Logout

Utah Department of
Human Resource Management .., ;;\s

1-9 Complete Records | Webfax™ Inbox | E-Verify Cases | Reporting | Resources | Help

ﬁ\y 31, 2014

Global message for [USER] role

Manage Employees

Top 10 Start Date Missing Top 10 Section 1 Due

Create New

Date Created Employee Name DueDate  Employee Name

n

& search by Name

=

Start Date

If you do not have any other
I-9s to approve, Log out and

ﬁé Home Search

onboarding
Navigation Menu

5 views

) My Inbox
Wanager Console
[sall manager Dash
@ Tracker1s

5 Settings

#% My Inbox Proxies

<

close your browser.

Home

My Irbox =/ TrackerI-9 =

@ Tracker

Account Access
User Name:

Password:

["Iremember me next time.

SIGN IN

This page will appear after you log out.

This is a secure web application to be accessed by authorized representatives only. Any other use is strictly prohibited. You must login with a valid User Name and Password to gain
access. Remember to keep your account information safe and do not share it with anyone.




