Hiring Managers Guide
to Completing I-9
Forms in UKG



Step 1

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
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Step 2 MANAGEMENT
Welcome,

Sign into UKG using your come on in!

given username and

User name
Wagnerc

password

Password

Forgot your password?
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Manager Guide

My Employees

Employee Contracts
Employee File Management
Employee Case Management

Third Party Pay

Step 3

Once Logged in, click the

icon with the two people,
labeled My Team
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Step 4

Manager Guide

My Employees
Employee Contracts
Employee File Management

Employee Case Management

Third Party Pay

My Organization View

Workforce Management

Compensation Summary

Select _
“Onboarding ——

OnboarZiy

G at eway »” Onboarding Gateway

Protess Yires




Dashboard

=| Mew Hires Employment Eligibility Onboarding Stafus

In Progress High Priority ™ Employees with Form 19 due date of 3 days or less New Hires
Completed

B |nitial Review
B Launched
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B Emphoyees with Employment Documents and/or Receipts expiring

5 within 90 days or less 5

Final Review
Pending Updates
2 Emphoyment

Bligibility

3-Day Deadline

Reverification 2 Initial Launched Final  Pending

Review Review  Updates

Currently In Progress
Past Due Today urrénlly In Frog

{} Settings
Past Due 30 Days 60 Days
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:) Dashboard New Hires

Mew Hires Add

After clicking
"completed" a list of et e Showing 1-15 of 370 Y Hide Fite

Completed New Hires 5.DayDeadline (IRt I s B i —all
Revenficaton Yelnraiin Oscorp 07/01/2014 Launched @ el
Smithsanian Jr Naw York Office dohn L. Snow

settings Administratve Assistant -

will appear. Find your

employee by searching ADM3606606

Branding George Martin All States 11/30/2014 Launched @ nee Status

Consant dussistart o the Disirict Flonda Crthog Taliza Stark B initial Review (21)

their name on the right of
Manager
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Maria Davidson All States 05/04/2020 Final Review ™ 8 Final Review (42]

Assistant 1o the Distrct Fionda Office Talisa Stark = "
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Motifications ADMA4404 8 Completed (4]
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Step 7

Click on the new
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the I-9 verification. e e
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After clicking form I-9, begin

completing the I-9 verification.

In the first section, select if the
e :
employee submitted
e documents from List A or List B

Employment Eligibility (Form [-9) Z Form I

Section 1 Section 2

Employer or Authorized Representative Review and Verification

You must physically examine one document from List A OR examine a combination of one document from List B and one document
from List C
'F

srrClions & O List of Acceptable Documents

* Select eligibility verification document options
) List A documents that establish both identity and employment authorization

_ List B identity AND List C employment authorization documents



Once an option s
selected, drop down
menus will appear.
Select the document
from the list that
corresponds with the
documents collected
and fill in the
requested information

e a
sairmame £ ':u.*

= ;ﬁ-hty-'m:mrrww .
; UNWHJHﬁESﬂF#WﬁE&

Date of tnmfnmdznlhngm!ﬁuhwm
01 Jan 1980
"l_

- u_mwmﬂtnzulﬁ

gt birth / Lieu mmﬂi‘ dmdm Gew/ Seve /Sane |

PLUSATRAVELER<<HAPPY<<<<<<€C<CLLLC<LLK<<L<<K
3400200135USAB001014F1905054710000307<715816

Lis1 & - Iderminy and Ermplos e Suhoriz ko




Certification

& Emploryes's Start Dabe

D504/ 2020 =p e

Employer's Business or Organization Name and Address ﬂ'

Cormpany Mamg

&l Slates

® Addness (Sinear Mamber and Name)

17T Main 5 ) Do nod proride 3 PO Bos
® Ty or Towm W Siate

Flesiica Florida -
* Fip Code

S0016

® | attest, undar peralty of parjury, that (1) | have sxamired the documenils] presenied by the above-ramed emploves, [2]
the sbove-ithed documertis| sppesr 1o b= genuine and 1o relate ko the employee named. and (3 o the b=t of rry
ancrwiadge the amrglcyes & authonzed 1o work in the Uinited States

® Type your neme 33 your signabse
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Locument Atachments A

Once signed, SCroll . oo o oo oo ot o st oy e
down to the next page Forrrants accepeed: DOC. DOCX. POF, JPG, PHG. Mad mum T sipe i 10MB
to upload the verified = © o o U T
documents. Reminder e
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Thank you
for participating!
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