
Hiring Managers Guide 
to Completing I-9
Forms in UKG



The New Hires will be informed to bring in
their forms of identification on their first

day of work. It is the Hiring Manager's
responsibility to copy each form of

identification

Step 1



Step 2

Sign into UKG using your
given username and
password



Once Logged in, click the
icon with the two people,

labeled My Team

Step 3



Select
“Onboarding
Gateway”

Step 4



Step 5
On the next screen, you
will see the Onboarding
Dashboard. On the left
of the screen select 
"Completed"



After clicking
"completed" a list of

Completed New Hires
will appear. Find your

employee by searching
their name on the right of

the screen 

Step 6



Step 7
Click on the new
hires name, and it
will open a new
window to complete
the I-9 verification.
Click on the first
bullet “Form I-9”



After clicking form I-9, begin
completing the I-9 verification.
In the first section, select if the

employee submitted
documents from List A or List B

Step 8



Once an option is
selected, drop down
menus will appear.

Select the document
from the list that

corresponds with the
documents collected

and fill in the
requested information

Step 9



Once all information is
entered in for all documents,
enter in the employees start
date and sign the bottom of
the I-9. Please note if we are
submitting I-9 information
beyond the 3rd day, the
system will require a reason.
Once completed, click “Sign”

Step 10



Once signed, scroll
down to the next page
to upload the verified

documents. Reminder
to Upload I-9s within 72

hours of start date

Step 11



Thank you
for participating!


