
Tracker  I-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”

I-9 Approver
Instruc

tions

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.

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.

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 )
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I-9 Approver

http://dhrm.utah.gov/gateway


When you click on the 
Tracker I-9 link, you will 

be brought to the the Tracker 
page. You will need to scroll 
down to the Top 10 Sections 2 
Due box.  There you will see all 
I-9s assigned to be completed.

Select the person you are 
approving.
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Once you click on a name, it will bring you 
to the Form I-9. You will see Section 1 has 

been completed by the employee. Scroll down 
to complete Section 2.
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To complete Section 2, 
click on the Edit Section 2 

button.
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Click the link:
Click to Select Documents 

from List A, B, C 

This is a pop-up screen. 
Depending on which docu-

ments the employee provides you, 
you will need to make a selction 
within List A or List B + C. For this 
example, we will use List B and List 
C.
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In this example, Driver’s 
License was selected in List B. 

Social Security Account Number 
Card was selected in List C. Once you 
make your selection you will see the 
COMPLETED message above.

Then click OK
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You will then be prompted 
to fill out List B and List C

-  The driver’s license must 
not be expired

-  The Social Security card 
must be signed

9

Once you have completed 
everything in List B and 

List C, you can upload the cor-
responding documents in the 
corresponding column. 

Then click the Save and 
Validate button above.
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If there is incomplete information you will get an error message.

All errors will 
be listed in 
the right-
hand side of 
the screen.

Click on this link to 
electronically sign Section 2 
of the Form I-9

11

If there are no errors or if all 
errors have been corrected, 

you will be brought to this page.
Your name will auto populate. You 
will need to check the I Agree box.

Then click on the Sign Section 2 
button.
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Once you click the links, this 
will show that the form as 

been signed.
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After Section 2 has been 
signed you can click on the 

Dashboard tab to bring you to your 
approval list.

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

close your browser.
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This page will appear after you log out.


