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Welcome to the E-Verify Tutorial

This tutorial is designed for program administrators of E-Verify
participating employers.

In this section, you can review any of the completed tutorial
lessons or retake the knowledge test that was required to start
using E-Verify. This tutorial covers the following topics:

Lesson 1: Introduction
Introduction

E-Verify Background and Overview
Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties
Form I-9 and E-Verify

Verification Process Overview
{Review Lesson 1}

Lesson 2: Initial Verification
Initial Verification

E-Verify Home Page

Enter Form 1-9 Information
Initial Verification Results
{Review Lesson 2}




Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results - Overview

DHS and SSA Tentative Nonconfirmations (Mismatches)
E-Verify Needs More Time

DHS and/or SSA Case in Continuance

{Review Lesson 3}

Lesson 4: Complete the Verification Process
Complete the Verification Process

Final Case Results

Close Case

Case Alerts

{Review Lesson 4}

Lesson 5: Program Administrator Account Administration
Program Administrator Account Administration

Overview of User Roles

Create a Password

Navigation Menu

Manage Company Account

Reports

{Review Lesson 5}

Each user must successfully complete the online E-Verify
tutorial before they can create or manage cases.

Lesson 1: Introduction
Introduction

E-Verify Background and Overview
Privacy Statement and Guidelines
SR Rules and Responsibilities
e Civil Rights and Civil Liberties
Form 1-9 and E-Verify

Verification Process Overview
{Review Lesson 1}

Lesson 1: Introduction

Review Lesson 1
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Introduction

‘Welcome to Lesson 1 of the E-Verify Program Administrator Tutorial for Employers. In this lesson, you wil
learn about the E-Verify topics listed below:

Background and Overview
Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties
Form 1-9 and E-Verify

Verification Process Overview

Introduction

Welcome to Lesson 1 of the E-Verify program administrator
tutorial. In this lesson, you will learn about:

e E-Verify Background and Overview
e Privacy Statement and Guidelines
e Rules and Responsibilities

e Civil Rights and Civil Liberties

e Form I-9 and E-Verify

e Verification Process Overview
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Learning Objectives
Upon completing this lessan, you should be able to:

Describe the background and overview of E-Verify
arry qut and comply with rules, responsibiliies and guidelines for protecting privacy and personal information
Recognize Civil Rights and Civil Liberties

Recognize Form I-9 procedures and how they relate to E-Verify

Recognize the verification process and case rasults

Learning Objectives
Upon completing this lesson, you should be able to:

e Describe the background and overview of E-Verify

e Carry out and comply with rules, responsibilities, and
guidelines for protecting privacy and personal information

e Recognize Civil Rights and Civil Liberties

e Recognize Form I-9 procedures and how they relate to E-
Verify

e Recognize the verification process and case results
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Background and Overview

Aesources

In 1996, Congress passed the lllegal Immigration Reform and Immigrant Responsibility Act (IIRIRA), which required E_verify
the Social Security Administration (SSA) and U.S. Citizenship and Immigration Services (USCIS), formerly the

Immigration and Naturalization Service (INS), to initiate an employment verification pilot program.

Under the U.S. Department of Homeland Security (DHS), USCIS operates the E-Verify program, previously referred to

35 the Basic Pilot Program. E-Verify implements the legal requirements of IIRIRA by allowing any U.S. empleyer to

electronically verify the employment eligibility of its newly hired employees.

Lesson 1 Page3of27

E-Verify Background

In 1996, Congress passed the Illegal Immigration Reform and
Immigrant Responsibility Act (IIRIRA), which required the
Department of Homeland Security (DHS) and Social Security
Administration (SSA) to develop an employment confirmation
process now known as E-Verify.
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Background and Overview

In 1996, Congress passed the lllegal Immigration Reform and Immigrant Responsibility Act {IIRIRA), which requirad E_veri
the Social Security Administration (SSA) and U.S. Citizenship and Immigration Services (USCIS), formerly the

Immigration and Naturalization Service (INS), to initiate an employment verification pilot program.

Under the U.S. Department of Homeland Security (DHS), USCIS operates the E-Verify program, previously referred to

as the Basic Pilot Program. E-Verify implements the legal requirements of IRIRA by allowing any U.S. employer ta
electronically verify the employment eligibility of its newly hired employees

E-Verify Overview

E-Verify is an internet-based system that electronically
confirms the identity and employment eligibility of newly hired
employees to work in the United States.

E-Verify is a voluntary program. Employers with federal
contracts or subcontracts that contain the Federal Acquisition
Regulation (FAR) E-Verify clause are required to enroll in and
use E-Verify as a condition of federal contracting. Employers
with employees in states with legislation that requires
participation in E-Verify, for example, as a condition of
business licensing, may also be required to participate in E-
Verify. In addition, an employer may be required to participate
in E-Verify pursuant to a court order.
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How It Works

How E-Verify Works

E-Verify works by electronically comparing the information
from an employee’s Form |-9, Employment Eligibility
Verification, with official government records that E-Verify can
access to verify the identity and employment eligibility of each
newly hired employee and/or employee assigned to a covered
federal contract.

E Verify . o TR R © Empioye

Privacy Statement and Guidelines

Privacy Statement and Guidelines

E-Verify use requires the collection of personally identifiable
information (PIl). Employers must protect the privacy of
employees who submit information to be processed through E-
Verify and ensure that all personal information collected is
safeguarded and used only for the purposes outlined in the
memorandum of understanding (MOU).

E-Verify protects Pll in accordance with a National Archives
and Records Administration (NARA) records retention and
disposal schedule (N 1-566-08-7) by annually disposing of E-
Verify records that are over 10 years old. This minimizes
security and privacy risks associated with U.S. government
retention of PII.

Failure to properly protect employee information can result in
identity theft or fraud and can cause considerable
inconvenience, harm, or embarrassment to the employees or
employer affected.
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Privacy and Security Statement (continued)

Failure 1o properly protect em
o ; <o b amassment o the employees or emy

maton can resutin identy theft o

E Verify o o -

Tutorial

Privacy Guidelines

g comply with the spprogriate regulstions

Privacy Statement and Guidelines

Privacy Guidelines Overview

e Allow only authorized users to use E-Verify.
Ensure that only authorized users handle information and
create cases.

e Secure access to E-Verify.
Protect passwords used to access E-Verify and ensure that
unauthorized persons do not access E-Verify.

e Protect and store employee information properly.
Ensure that employee information is stored in a safe and
secure location and that only authorized users have access
to this information.

e Discuss E-Verify results in private.
Ensure that all case results, including mismatches and Final
Nonconfirmations are discussed in private with the

employee.
= Lessen 1 gz REMINDER
You must ensure that all personally identifiable information
(P is safeguarded.
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Rules and Responsibilities

Rules and Responsibilities

All E-Verify users are bound by the guidelines set forth in the E-
Verify MOU, the rules and responsibilities outlined in the E-
Verify User Manual for Employers and this tutorial, and other
agency guidance.

The next screens outline some of the specific rules and

responsibilities required of everyone that uses E-Verify.

NOTE: Additional information on each rule and responsibility is
provided throughout this tutorial.
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Rules and Responsibilities (continued)

upplied by DHS.
ating a case in E-Verify.

ighout ths tutorial.

Lesson 1 Page 100727

Obtain a Social Security number from each newly hired employee on
Form I-9. Listed on #11

EVerify . o .

Rules and Responsibilities (continued)

Employers part fy MUST.

[ teont g 1107

Not terminate the employee during the E-Verify verification process
because he or she receives a TNC. Listed on #13

Rules and Responsibilities — E-Verify Employers Must
Employers participating in E-Verify MUST:

v" Follow E-Verify procedures for each employee for whom
an E-Verify case is created.

v" Notify each job applicant of E-Verify participation by
clearly displaying the Notice of E-Verify Participation and
the Right to Work posters in English and Spanish. You may
also display the posters in other languages provided by
DHS.

v" Complete Form I-9 for each newly hired employee before
creating a case in E-Verify.

v" Obtain a Social Security number from each newly hired
employee on Form I-9.

v" Ensure that Form 1-9 List B identity documents have a
photo.

v' Create a case for each newly hired employee no later than
the third business day after they start work for pay.

v' Enter the employee’s email address in E-Verify if they
provided it on Form I-9.

v" Provide each employee with notice of and the opportunity
to take action on a mismatch by downloading the Further
Action Notice and providing it to the employee before
referring the case.

v' Ensure that all Pll is safeguarded.

EVerify v esources v a
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Notice to Employees of E-Verify Participation

rticigation in E-Veriy. To g this, you must clearly display the
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Rules and Responsibilities - Notice to Employees of E-Verify
Participation

You MUST notify ALL employees of your participation in E-
Verify:

e Provide the following posters to your company locations:
e Notice of E-Verify Participation; and
e Right to Work.

e Ensure all locations display the posters (in both English and
Spanish) in a prominent place that is clearly visible to all
current and prospective employees, electronically or in
hard copy.

IF YOU HAVE THE RIGHT TO WORK

——

DON'T LET ANYONE TAKE IT AWAY
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e Replace the participation posters when updates are
provided by DHS to ensure employees, applicants, and the
public to have the most recent and complete information
regarding E-Verify.

e E-Verify recommends providing a copy of these posters
with job application materials, either electronically or in
hard copy.
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Rules and Responsibilities (continued)

Employers participating in E-Verify MUST NOT:

10 pre-screen an applicant for employment

eck the employment eligibility of an emy red before the company signed the E-Verify MOU

e action against an employee based upon 2 case result unless E-Verify issues a final nonconfirmation
cify or request which Form I-8 documentation 2 newly hired employee must use

e E-Verify to discriminate against ANY job applicant or new hire on the basis of his or her national origin, citizenship or immigration status.

erify the employment eligibilty of a newly hired employee.

ser ID andjor password.

NOTE: additional information on each rule and responsibilty is provided throughout this tutorial

m Exit Lesson Lesson 1 Page130f27

Rules and Responsibilities - E-Verify Employer Must Not:
Employers participating in E-Verify MUST NOT:

e Use E-Verify to pre-screen an applicant for employment.

e Specify or request which Form I-9 documentation an
employee must use, except to specify that any Form 1-9 List
B document the employee chooses to present must
contain a photo.

e Use E-Verify to discriminate against any job applicant or
employee on the basis of their national origin, citizenship,
or immigration status.

e Create an E-Verify case for an employee who was hired
before the employer signed the E-Verify MOU, except in
certain instances, such as employees of federal contractors
with the FAR E-Verify clause.

e Terminate, suspend, delay training, withhold or lower pay,
or take any other adverse action against an employee
because of a mismatch, until the mismatch becomes a
Final Nonconfirmation.

e Share any user ID or password.

NOTE: Additional information on each rule and responsibility is
provided throughout this tutorial.
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Civil Rights and Civil Liberties

Employee rights must be protected. The next screens discuss
the following:

e Employee Protection

L e Responsibility to Avoid Discrimination
e Deter Discrimination in Your Workplace
e Adverse Actions
EVorify o ot R v 8 troe v v Civil Rights and Civil Liberties - Employee Protection

Employee Protection

tis your resconskiliy b irest empioyess equitadly when using E-verty

Lesson 1 Page 150627

It is your responsibility to treat employees equitably when
using E-Verify. You MUST:

e Create a case in E-Verify only AFTER the applicant has
accepted an offer of employment and Form 1-9 is
complete.

e Give notice to employees regarding your participation in E-
Verify and employee rights.

e Take steps to ensure the privacy of employees by
protecting their personal information and to secure the
password you use to access E-Verify.

e Discuss employment eligibility issues with people directly
concerned with the information and limit these
conversations to the relevant case details.

e Ensure employees who receive a mismatch are provided
with the printed Further Action Notice.

You must NOT:

e Create a case in E-Verify before a job offer has been
accepted and Form -9 is complete. This is considered pre-
screening.




e Use E-Verify to screen job applicants or to re-verify
employment eligibility.

e Use E-Verify selectively to discriminate against applicants
or employees.
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Responsibility to Avoid Discrimination

Protecting Civil Rights and Civil Liberties: The Department of
Justice’s Immigrant and Employee Rights Section (IER)

The Immigration and Nationality Act’s anti-discrimination
provision, found at 8 U.S.C. § 1324b, requires employers to
apply Form I-9 and E-Verify rules consistently, regardless of an
employee’s citizenship, immigration status or national origin.
The Immigrant and Employee Rights Section (IER) of the U.S.
Department of Justice Civil Rights Division enforces this law.

Employers that discriminate in their use of E-Verify may be in
violation of this law.

For more information on how to avoid discrimination, contact
IER’s Worker Hotline at 800-255-7688 (TTY: 800-237-2515) or
visit justice.gov/ier.

No Image

Civil Rights and Civil Liberties — U.S. Equal Employment
Opportunity Commission (EEOC)

You may not discriminate against employees because of race,
color, religion, sex (including pregnancy, gender identity, and
sexual orientation), national origin, age (40 or older), disability,
or genetic information.

Employers that discriminate in their use of E-Verify may be in
violation of this law.

For more information on how to avoid discrimination, contact
EEOC at 800-669-4000 (TTY: 844-234-5122) or visit eeoc.gov.




Civil Rights and Civil Liberties - Deter Unlawful Discrimination
in Your Workplace

Display the DHS E-Verify Participation and DOJ Right to Work

posters so prospective employees and new hires will see them.

In addition, make sure you comply with federal anti-
discrimination requirements. For example:

¢ Do not treat applicants or employees differently based on
their citizenship or immigration status, or based on their
appearance, language, accent, or other national origin
indicator.

e Do not ask an employee to show a specific document to
prove their citizenship or immigration status for the Form
I-9 process or for the E-Verify process.

¢ Do not request additional or different documents than are
required to verify employment eligibility and identity;
reject reasonably genuine-looking documents or specify
certain documents over others.

¢ Do not use E-Verify selectively or to prescreen certain
candidates based on employees’ or applicants’ citizenship,
immigration status, or national origin.

e Do not, based on an employee’s citizenship status or
national origin, take adverse action against an employee
because of a mismatch or because their case is pending
with DHS or SSA.

IFYOU HAVE THE RIGHT TOWORK
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e > Civil Rights and Civil Liberties — Adverse Actions
= terminate
Adverse Actions
Employers must not terminate, suspend, delay training, \ A
withhold or lower pay, or take any other adverse action against 4
an employee because of the mismatch, until the mismatch Em i‘D “-“-l-'h"ml-‘i
becomes a Final Nonconfirmation. """'45!: Hﬂ L
CHadET
e . If the employee chooses not to take action on the mismatch, dulaj l
the employer may terminate employment with no civil or training Kt
criminal liability as noted in Responsibilities of the Employer, oy other
Article Il, Section A paragraph 13 of the MOU. The case can be M{\ft_rﬂt
treated as a Final Nonconfirmation, and the employer should action
close the case in E-Verify.
o .agamgt a
o ) employee because
To avoid improper adverse actions, treat employees that of a mismalbeh, until the
choose to contest a mismatch result as you would treat any mismalch becomes a
other employee. Final Nowncowfirmaltion
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Form I-9 and E-Verify

Form I-9 and E-Verify

All employers in the United States are required to

complete Form I-9 no later than the third business day after
their employees start work for pay and keep a record of Form
I-9 on file. This requirement does NOT change for employers
enrolled in E-Verify.

Employers enrolled in E-Verify have chosen to take the
additional step of electronically confirming that their
employees' Form I-9 information matches official government
records that E-Verify can access, thereby helping ensure a legal
workforce.

NOTE: To view or download Form [-9, click Form I-9. For more

information on Form I-9 procedures, review the Handbook for
Employers: Guidance for Completing Form 1-9 (M-274) which is
also located in View Essential Resources.



https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://www.uscis.gov/files/form/m-274.pdf
http://www.uscis.gov/files/form/m-274.pdf

Form I-9: Section 1 - Overview

Form I-9 and E-Verify — Form I-9, Section 1 — Overview

Newly hired employees must complete Section 1 of Form I-9 in
its entirety. Providing a Social Security number (SSN) on Form
I-9 is usually voluntary but newly hired employees of
employers participating in E-Verify are required to provide an
SSN on Form I-9. Therefore, all newly hired employees,
including seasonal, temporary, and rehires, MUST provide an
SSN.

IMPORTANT: If an employee does NOT provide an SSN, they
must obtain one from the Social Security Administration. This
can delay the 3-day requirement to create a case in E-Verify.
Employers must note the reason for this delay on the
employee's Form -9 during the verification process. You must
create a case in E-Verify as soon as the employee has received
their SSN from SSA.

Form I-9 and E-Verify — Form I-9, Section 2 — Overview

Employers must complete Section 2 of Form |-9 in its entirety.
To complete Section 2, you must examine documents that
prove the identity and employment eligibility of the newly
hired employee.

IMPORTANT: You may NOT specify which document(s) from
the List of Acceptable Documents on Form |-9 an employee
may choose to present.




Form I-9 and E-Verify — Form I-9, Section 2 — Documents

An employer may accept one document from List A, which
proves both identity and employment eligibility, or a
combination of documents from List B, which proves identity,
and List C, which proves employment eligibility.

IMPORTANT: Any List B document(s) presented to an
employer participating in E-Verify MUST contain a photo.

—
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Verification Process Ov

Verification Process Overview

The E-Verify employment eligibility confirmation process
begins with a completed Form I-9. The information from Form
I-9 is then entered into E-Verify and a case result is provided.

Case results inform you of the status of the E-Verify case as
well as your employee's employment eligibility. Case results
can be initial, interim, or final.

If you determine the information in the case is incorrect, close
the case and create a new case with correct information.

Every case must be closed.
REMINDER: E-Verify confirms employment eligibility by

comparing the employee's Form I-9 information entered in E-
Verify to official government records.
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Initial Verification Case Results - Overview

Verification Process - Initial Verification Case Results
Overview

After Form I-9 information has been entered into E-Verify, E-
Verify promptly provides you an initial case result. An initial
case result is the first, and sometimes final, case result
provided by E-Verify.

An overview of the initial case results is listed in the table
below.

Initial Case Overview

Results

Employment The employee's information

Authorized matched with official records. Case
will automatically close. No action
needed.

Tentative Information does not initially match

Nonconfirmation | records. Additional action is

(Mismatch) required.

E-Verify Needs DHS could not immediately verify

More Time the data and needs more time. This
case is referred to DHS for further
action. No action is required until
further notice from E-Verify.

Each case result is unique and additional action may be
required by you and/or the employee. Additional information
on initial case results and next steps are addressed throughout
this tutorial.
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Verification Process — Interim Verification Case Results

Overview

An interim case result requires additional action before E-
Verify can provide you with a final case result.

An overview of the interim case results is listed in the table

below.

Interim Case .

Overview

Results

DHS ar!d/or SSA Information did not match official
Tentative -

X . government records. Additional

Nonconfirmation action is required

(Mismatch) g ’

E-Verify Needs

DHS could not immediately verify the
data and needs more time. This case
is referred to DHS for further action.

Continuance

More Time No action is required until further
notice from E-Verify.
The employee has contacted DHS
DHS and/or SSA  [and/or visited an SSA field office, but
Case in more time is needed to determine a

final case result. No action is required

until further notice from E-Verify.

Each case result is unique and may or may not require
additional action by you and/or the employee. Additional
information on interim case results and next steps are
addressed throughout this tutorial.




Verification Process — Final Case Results Overview

A final case result means that the case is ready to be closed.
You must close every case to complete the E-Verify process.

An overview of the final case results is listed in the table
below.

Final Case Results | Overview

The employee's information

Employment matched with official records. Case
Authorized will automatically close. No action
needed.

DHS and/or SSA  |[E-Verify cannot verify employee's
Final employment eligibility. You may
Nonconfirmation [close the case.

This case cannot continue because
the expiration date entered for the
Close Case and employee's U.S. Passport, Passport

Resubmit Card or driver's license is incorrect.
Close the case in E-Verify and create
a new case.

Each case result is unique and may or may not require
additional action by you. Additional information on final case
results and next steps are addressed throughout this tutorial.




Summary

Congratulations! You have completed Lesson 1 of the E-
Verify Program Administrator Tutorial for Employers. You
should now be able to:

e Describe the background and overview of E-Verify

e Carry out and comply with rules, responsibilities, and
guidelines for protecting privacy and personal information

e Recognize Civil Rights and Civil Liberties

e Recognize Form I-9 procedures and how they relate to E-
Verify

e Recognize the verification process and case results
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Initial Verification

Welcome to Lesson 2 of the E-Verify Program Administrator Tutorial. In
this lesson, you will learn about:

e E-Verify Home Page
e Entering Form I-9 Information
e Initial Verification Results




Learning Objectives
Upon completing this lesson, you should be able to:

e Recognize the E-Verify home page
e Use Form I-9 information to create a case in E-Verify

-] m Tt oo p—
e Recognize initial case results
_—— E-Verify Home Page
£ arifyy Mama Bage
. . — .l -.w 2 . . . . .
p— g:‘ 2 Each time you log in to E-Verify you will see a welcome back banner with
= === your name and company listed.
= Under the welcome banner are case alert boxes with important information about
your cases, including Cases to be Closed, Cases with Updates, Cases with Expiring
- n = —

Authorization Docs, and Recently Auto-Closed Cases.

Directly below the case alert boxes are convenient quick links in gray boxes,
including Create New Case, Search Cases, View Resources, and Contact Us.

Below the quick links is the E-Verify News section that keeps you up to date on the
latest and greatest with E-Verify.

Navigation buttons above the banner include:

MENU FUNCTIONS
Home e Employer User Home Page
Cases e Create New Case
e Search Cases
Reports e Run Reports
Resources e View Essential Resources

e Take Tutorial

e View User Manual
e E-Verify News

e Contact Us

Account Options e Company Account
e User Account
o LogOut
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Create an E-Verify Case

The earliest you may create a case in E-Verify is after the employee
accepts an offer of employment and Form I-9 is complete. After the Form
I-9 is complete, your next step is to create a case in E-Verify. An E-

Verify case must be created no later than the third business day after the
employee starts work for pay.

You can find the employee’s first day of employment in Section 2 of Form
I-9. The employee’s first day of employment is circled below.

Uy the sbove-na
[2) the above-Bsted do<umantis) appear 1o be ganuing and 10 reiate 1o th empioyee named. and (1) to the bost of my k
amployes is Lt 11 e i U Lin it Slatass.

If the employee’s first day of employment changes after you have created
the case in E-Verify, no additional action is required in E-Verify as you
cannot change that date once you’ve created the case. You must,
however, make a correction to the date recorded in the certification block
of Section 2 of the employee’s Form |-9 if the employee’s first day of
employment changes. Annotate the correction with your initials and the
date you made the correction.

Review the Handbook for Employers: Instructions for Completing Form 1-9
(M-274) or |-9 Central for more information.

NOTE: Employees hired on or before Nov. 6, 1986, are not subject to Form
I-9 and, therefore, should not have a case created in E-Verify based on this
employment.



https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central
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Getting Started

Getting Started

To create a case in E-Verify, use the information from the employee’s Form

I-9 and enter it into E-Verify.

) I e - From the E-Verify home page:
Click Cases above the banner and select Create New Case; or
Click Create New Case quick link, in gray box below the case alerts.
IMPORTANT: No case can be deleted after it has been created. If a case is
created in error, simply close the case. All draft cases will be automatically
closed after 180 days.

Evenfy ” Y

Enter Form |-§ Information

Enter Form I-9 Information

Enter the employee’s information from Section 1 of Form I-9. If you do not
enter required information, or enter non-standard information, E-Verify
generates a field error message and you must enter the required
information to continue with the case.

In the Enter Form I-9 Information screen:

e Complete the Employee Information and Attestation section;

e If the employee provided an email address on Form I-9, you must
enter it into E-Verify. E-Verify may send the employee email
notifications with information about their E-Verify case;

e Click Continue;

e Choose the appropriate option for citizenship or immigration status;

e Click List A Document or List B & C Document when asked what
documents the employer or authorized representative reviewed and
verified;

e Select document(s) types from drop down list;

e Enter Document Number (if applicable);

e Enter Expiration Date (if applicable); and




e C(Click Continue.

NOTE: Additional information is available in the form of helper text. To
access this information, simply click any helper text symbol 'g' .

Everty m = 7
Enter Form 1-9 Information (continued)
P y———
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Enter Form 1-9 Information — Additional Case Details

Under the Additional Case Details section, type the employee’s first day of
employment as recorded in Section 2 of Form I-9 into the Employee’s First
Day of Employment field in the Hire Date field E-Verify. Alternatively, you
may click Today, 1 Day Ago, or 2 Days Ago and the corresponding date
automatically populates in the Employee’s First Day of Employment field.

If the case is being created 3 or more days past the employee's first day of
employment, you must provide a reason for the delay. Select the
appropriate reason from the drop-down menu or if Other is

selected, E--Verify requires you to type the reason in the Reason for

Delay text box and click Continue.

REMINDER: The employee's first day of employment is the date the
employee begins working in exchange for wages or other remuneration.
That date should be entered as the employee's first day of employment
date from the certification block in Section 2 on Form |-9. The E-Verify case
may be created before the employee begins work for pay as long as the
employee has accepted an offer of employment and Form I-9 is complete.
In these situations, the date you should enter in the hire date field

in E--Verify is the date recorded in the certification portion of Section 2
from the employee's Form I-9.

£ Vority - o .
Enter Form 19 Information - Duplicate Case Alert

Enter Form I-9 Information — Duplicate Case Alert

After you enter the employee's Form I-9 information and click Continue,
the next screen may alert you that the case information you entered
matches another case created by you or another E-Verify user of this
employer. A duplicate case alert can occur for several reasons. It does not
necessarily mean that your case should be closed.

If you receive a new duplicate case alert, you must close all open duplicate
cases created for this employee before either this or another case can
proceed:

Duplicate Case Found




e Select Review and Manage Duplicate Cases to see a list of all duplicate
cases (open and closed).

e To close an individual case, click Close Case.

e Select Cancel if you wish to completely discontinue with this case that
you have started. Nothing will be saved).

e To continue with a previously created open duplicate case, click
Continue Case.

e If you decide to continue processing a duplicate case listed in this alert,
you must select a reason for continuing a duplicate case.

Eerily . a >

Enter Form I-9 Information - Cheek Infarmation

Enter Form I-9 Information — Review Case

= In some cases, after you enter the employee's Form 1-9 information and
click Continue, the Review Case screen asks you to check the employee's
~ = information before E-Verify provides an initial case result.
- To complete this step, you must ensure that the information you entered
in E-Verify matches the employee's Form I-9.
e You can change information before receiving case results by clicking
Edit Case Details;
e After this information is verified or corrected, click Submit Case;
e If you need more time, click Save and Exit; or
e If you think you have made an error or no longer need to continue
with a case, click Close Case and the case will automatically close
without being submitted.
S Delete - OBE
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Enter Farm I8 Information - Photo Matching

Enter Form I-9 Information — E-Verify Photo Matching

In some cases, E-Verify prompts you to compare the photo on an
employee's Form I-9 photo document with a photo displayed on the E-
Verify screen. This helps you ensure that the document provided matches
official government records.

The photo matching step happens automatically when an employee
presents a U.S. Passport or Passport Card, Permanent Resident Card (Form
I-551, also known as a Green Card), or an Employment Authorization
Document (Form I-766) for Form I-9 completion.

Enter Form I-9 Information — E-Verify Photo Matching Overview

Matching photos is easy — simply compare the photo shown in E-Verify to
the photo on the employee's Form 1-9 photo document, NOT to the
employee. The two photos should be identical.

Determine if the photos appear reasonably identical, accounting for minor
variances in shading and detail, then select:

Yes, this photo matches - The photo on the employee's actual document
or a copy matches the photo displayed by E-Verify. Clothing, hair style,
facing direction and appearance on the card should be identical to the
photo displayed by E-Verify.

No, this photo does not match - The photo on the employee's actual
document or a copy does not match the photo displayed in E-Verify.

OR




No photo displayed - No photo was displayed for the E-Verify user to
compare with the employee’s document provided. You should select this
option when E-Verify either displays no photo or it displays an image of
something other than a photo of a person, such as an image of a
document.

Then, click Continue to Case Results.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more

information.
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Initial Verification Results

Verification Process - Initial Verification Case Results Overview

After you enter Form I-9 information into E-Verify and submit the
information to create the case, E-Verify promptly provides you an initial
case result. An initial case result is the first, and sometimes final, case
result provided by E-Verify.

An overview of the initial case results is listed in the table below.

Initial Case Results Overview

Employment Authorized The employee's information matched
official government records. Case will
automatically close. No action needed.

Tentative Nonconfirmation | Information does not initially match
(Mismatch) official government records. Additional
action is required.

E-Verify Needs More Time | DHS cannot verify the data and needs
more time. This case is referred to DHS for
further action. No action is required until
further notice from E-Verify.

Each case result is unique and may or may not require additional action by
you and/or the employee. Additional information on initial case results
and next steps are addressed throughout this tutorial.



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
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Employment Authorized

Verification Process — Final Case Results Overview

A final case result means that the case is ready to be closed. You must
close a case to complete the E-Verify process.

An overview of the final case results is listed in the table below.

Final Case Results

Overview

The employee's information matched official

Nonconfirmation

Employ‘ment government records. Case will automatically close.
Authorized .
No action needed.
DHS and/or SSA ) ) .
Final E-Verify cannot verify an employee's employment

eligibility. You may close the case.

Close Case and
Resubmit

This case cannot continue because the expiration
date entered for the employee's U.S. Passport,
Passport Card or driver's license is incorrect. Close
the case in E-Verify and create a new case.

Each case result is unique and may or may not require additional action by
you. Additional information on final case results and next steps are
addressed throughout this tutorial.

Employment Authorized - Request Nome Review

DELETE OBE




Tentative Nonconfirmotion (THC)

Tentative Nonconfirmation (Mismatch) — Process Overview

The Tentative Nonconfirmation (mismatch) process can be simple;
however, it requires action by you and the employee.

Employers must complete the following steps in E-Verify within 10 federal

= government working days after issuance of the mismatch result:

e Notify your employee of their mismatch result as soon as possible
within the 10 days.

e Download the Further Action Notice.

e Give your employee a copy of the Further Action Notice.

e Review the Further Action Notice with your employee in private and
have them confirm whether the information listed is correct.

e If the information is incorrect, select the statement indicating the
information was not correct and close the case. After the case is
closed, create a new case for your employee with the correct
information.

e If the information is correct, tell your employee they have 10 days
from issuance of the mismatch to notify you whether they will take
action to resolve the mismatch.

e Referthe case if your employee tells you they will take action to
resolve the mismatch and refer the case to DHS and/or SSA.

e If your employee does not give you their decision by the end of the
10th federal government working day after E-Verify issued the
mismatch, then you close the case.

Review the E-Verify User Manual, 3.3 Tentative Nonconfirmation

(Mismatch) for more information.

Evardy
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DHE Werification in Process

Delete — now covered on Verification Process - Initial Verification Case
Results Overview slide



https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
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Summary

Congratulations! You have completed Lesson 2 of the E-Verify Program
Administrator Tutorial for Employers. You should now be able to:

e Recognize the E-Verify home page

e Use Form I-9 information to create an employment eligibility case in E-
Verify

e Recognize initial case results




Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)

E-Verify
Form I-9, Employment Eligibility Verification

Employee First Day of Employment

Information Sheet

Enter the employee’s first day of employment recorded in Section 2 of Form 1-9. The employee’s first
day of employment is circled below.

{I-9 Image}

The earliest you may create a case in E-Verify is after the employee accepts an offer of employment and
the Form I-9 is complete. A case must be created no later than three business days after a new hire’s
first day of employment.

If the employee’s first day of employment changes after you have created the case in E-Verify, no
additional action is required in E-Verify as you cannot change that date once you have created the case.
You must, however, make a correction to the Section 2 Certification date on the employee’s Form I-9 if
the employee’s first day of employment changes. Annotate the correction with your initials and the
date.

If you rehire an employee within three years of the date that his or her previous Form |-9 was completed
and have completed Section 3 of Form -9, enter the Date of Rehire from Section 3 of the employee’s
Form I-9 as the employee’s first day of employment in E-Verify.

Review the Handbook for Employers: Instructions for Completing Form -9 (M-274) or |-9 Central for
more information.

Employee’s First Day of Employment

(required)

MM/DD/YYYY

Employees must be verified within three business days of their first day of employment.

Cancel

E-Verify Tutorial Lesson 2: Helper Text, Form I-9 Employee First Day of Employment Info Sheet


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274
https://www.uscis.gov/i-9-central
https://www.uscis.gov/i-9-central

EV PA Lesson 3

Lesson 3: Interim Case Results

Review Lesson 3

Current Updated Content
Lesson 3: Interim Case Results

Lesson 3: Interim Case Results

Interim Case Results
Interim Case Resu
SSA and DHS Tentative N
Re

DHS Verification in Process

onfirmation

d Undate Employee Data
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DHS and SSA Tentative Nonconfirmation
(Mismatch)

E-Verify Needs More Time
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Interim Case Results

Welcome to Lesson 3 of the E-Verify Program Administrator Tutorial for Employers. In this lesson, you will
learn about the E-Verify topics listed below:

interim Case Results

SSA and DHS Tentative Nonconfirmation (TNC)

Review and Update Employee

DHS Verification in Process

SSA/DHS Case in Continuance

Lesson3 Page 10f 17
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Interim Case Results

Welcome to Lesson 3 of the E-Verify Program
Administrator Tutorial. In this lesson, you will learn
about these E-Verify topics:

e Interim Case Results

e DHS and SSA Tentative Nonconfirmation
(Mismatch)

e E-Verify Needs More Time

e DHS and/or SSA Case in Continuance

Cames with Lipdcrtes

Caes 1obe Clesed
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Learning Objectives

Learning Objectives

Upon completing this lesson, you should be able

to:

e Complete a DHS and SSA Tentative
Nonconfirmation (Mismatch)

e Recognize interim case results
e Describe E-Verify interim case results:

= n?
o E-Verify Needs More Time; and
o DHS and/or SSA Case in Continuance
e Complete Photo Matching Process
EIy e - ° Verification Process — Interim Verification Case

Interim Case Results - Overview

Results Overview

An interim case result requires additional action
before E-Verify can provide you with a final case

result.

An overview of the interim case results is listed in

the table below.

Interim Case .

Overview
Results
DHS and/or SSA |Information did not match
Tentative official government records.
Nonconfirmation [Additional action is
(Mismatch) required.

E-Verify Needs

DHS cannot verify the data
and needs more time. This
case is referred to DHS for

Continuance

More Time further action. No action is
required until further notice
from E-Verify.

DHS and/or SSA [The employee has

Case in contacted DHS and/or

visited a SSA field office, but




more time is needed to
determine a final case
result. No action is required
until further notice from E-
Verify.

Each case result is unique and may or may not
require additional action by you and/or the
employee. Additional information on interim case
results and next steps are addressed throughout
this tutorial.

EVerify . e

SSA and DHS Tentative Nonconfirmation
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DHS and SSA Mismatch

A Department of Homeland Security (DHS) and/or
Social Security Administration (SSA) mismatch
means that the employee's information does not
match official government records.

A mismatch does NOT necessarily mean that the
employee is not authorized to work in the United
States.

The table below provides some possible reasons a
mismatch may occur.

DHS e Name, A-number and/or

MISMATCH [-94 number are incorrect
in DHS records

e U.S. Passport, Passport
Card or driver's license
information could not be
verified

e ID photo document differs
from the photo in DHS
records

e Information was not
updated in the
employee's DHS records




e Citizenship or immigration
status changed

e Record contains another
type of error

e Information was not
entered correctly by the

employer
SSA e Citizenship or immigration
MISMATCH status was not updated
with SSA

¢ Name change was not
reported to SSA

e Name, SSN, or date of
birth is incorrect in SSA
records

e SSA record contains
another type of error

e Information was not
entered correctly by the

employer
Mismatch — Process Overview

Tentative Nonconfirmation (TNC) - Process Overview

The mismatch process can be simple; however, it
requires action by you and the employee.

Employers must complete the following steps in E-
Verify within 10 federal government working days
after issuance of the mismatch result:

e Notify your employee of their mismatch result
as soon as possible within the 10 days.

e Give your employee a copy of the Further
Action Notice.

e Review the Further Action Notice with your
employee in private and have them confirm
whether the information listed is correct.

e If the information is incorrect, close the case
and select the statement indicating the
information was not correct. After the case is




closed, create a new case for your employee
with the correct information.

e If the information is correct, the employee will
decide whether to take action on the
mismatch. Tell your employee they have 10
days from issuance of the mismatch to notify
you whether they will take action to resolve
the mismatch.

e If your employee does not give you their
decision by the end of the 10th federal
government working day after E-Verify issued
the mismatch, then you close the case.

The next screens walk you through the mismatch
process in detail.

Begin the TNC Process

IMPORTANT:
the opp

=l - T

Mismatch - Begin Mismatch Process

If E-Verify provides a case result of DHS and/or SSA
mismatch, you will begin the mismatch process.
The next screens take you through the steps listed
below:

¢ Notify Employee of Mismatch
e Confirm Employee Decision

e Refer Employee or Close Case
e Check for Case Status Updates

IMPORTANT: A mismatch does NOT necessarily
mean that the employee is not authorized to work
in the United States. You MUST provide the
employee the opportunity to take action to resolve
the mismatch. Employers may not terminate,
suspend, delay training, withhold or lower pay, or
take any other adverse action against an employee
because of the mismatch, until the mismatch
becomes a Final Nonconfirmation.
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Notify the Employee of the TNC - Further Action Notice

The first ste INC a5 soen as pessible

NOTE: 4 sample of the Further Action hoti
home page.

Mismatch - Notify the Employee of the Mismatch
and provide the Further Action Notice

The first step is to notify your employee of their
mismatch result as soon as possible within the 10
days.

To notify the employee, follow these steps:

e From the case mismatch screen in your
account, select a language to print the Further
Action Notice and Click Download Further
Action Notice.

e Review the Further Action Notice privately
with the employee.

NOTE: A sample of the Further Action Notice is
available any time you log into E-Verify under View
Essential Resources, accessible on your user home

page.

EVerify o Comt R Reosce v LE

Confirm Employee Decision
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Mismatch — Confirm Employee Decision

The next step is to confirm the employee’s decision
to take action to resolve the mismatch or not take
action to resolve the mismatch.

The employee chooses whether they will take
action or not to resolve the mismatch and
acknowledges this decision on the Further Action
Notice.

To confirm the employee's decision:

e Have the employee indicate on the Further
Action Notice whether they will take action to
resolve the mismatch.

e Ensure that you and the employee sign and
date the English version of the Further Action
Notice.




e Give the employee a copy of the signed Further
Action Notice in English and attach the original
to the employee's Form I-9.

e If the employee chooses to take action to
resolve the mismatch, make the appropriate
selection on the case and click Continue.

e Download the Referral Date Confirmation and
provide a copy to the employee. The Referral
Date Confirmation provides the date by which
the employee must call DHS and/or visit SSA.
The employee should bring the Further Action
Notice when they visit a SSA field office.

e If your employee chooses to not to take action
to resolve the mismatch or does not give you
their decision by the end of the 10th federal
government working day after E-Verify issued
the mismatch, then you close the case and may
terminate the employee.

A sample of the Further Action Notice is available
in View Essential Resources.

NOT CONTEST: e

Mismatch — Refer Employee or Close Case
e Ask the employee if they will choose to take
action to resolve the mismatch or not and i

indicate their choice.
o The employee chooses to take action
to resolve this case. -~
o The employee chooses not to take
action to resolve this case.

e Indicate the employee’s decision below:

o The employee will take action to
resolve this E-Verify case. The
employee understands that action
must be taken by {date will auto
populate}.




o The employee will not take action to
resolve this case. The employee
understands that this cannot be
undone and choosing not to take
action could result in termination of
employment.

o The information entered was not
correct. | am choosing to close this
case.

e Click Continue or Save & Exit.

IMPORTANT: In some cases, when you refer the
case, E-Verify will prompt you to provide a copy of
the employee's photo document. This is discussed
on the next slides.

EVerify v o

Submit Copy of Photo Documents

E-Verify Photo Matching Overview

E-Verify photo matching will prompt the E-
Verify user to compare the employee’s photo
document with a photo displayed during creation
of the E-Verify case. This helps ensure that the
document the employee provided for Form 1-9
matches records available to DHS.

The four List A documents that will trigger photo
matching are:

e U.S. passport;

e U.S. passport card;

e Permanent Resident Card (Form |-551); and

e Employment Authorization Document (Form I-
766).

When the employee presents one of these
documents, employers must copy the front and
back of the document (or in the case of a U.S.
passport, copy the Passport ID screen and the
Passport Barcode page) and retain the copies with
Form I-9.




E-Verify Photo Matching — Process

E-Verify Photo Matching — Process

To match photos, compare the photo displayed

by E-Verify to the photo on the employee’s actual
document, or a copy of the employee’s document,
and determine if the photos are reasonably
identical. The photos should be identical with only
minor variations in shading and detail based upon
the age and wear of the employee’s document and
the quality of your computer monitor.

Do not compare the photo displayed by E-Verify to
the actual employee. Employers should have
directly compared the photo on the document to
the employee during Form 1-9 completion and prior
to creating the E-Verify case. Photo Matching -
Process Overview provides a summary.

E-Verify Photo Matching — Review Case

E-Verify Photo Matching — Review Case

You will be asked if the photo displayed in E-Verify
matches the photo displayed on the employee’s
document. You will check the appropriate answer:

e Yes, this photo matches - The photo on the
employee's actual document or copy of the
document matches the photo displayed by E-
Verify. Clothing, hair style, facing direction and
appearance on the card should be identical to
the photo displayed by E-Verify;

e No, this photo does not match - The photo on
the employee's actual document or copy of the
document does not match the photo displayed
in E-Verify; or

¢ No photo displayed - No photo was displayed
for the E-Verify user to compare with the
employee’s document provided. This option
should be selected when E-Verify either
displays no photo or it displays an image of



https://www.e-verify.gov/employers/verification-process/photo-matching
https://www.e-verify.gov/employers/verification-process/photo-matching

something other than a photo of a person,
such as an image of a document.

E-Verify Photo Matching — Case Results

E-Verify Photo Matching — Case Results

e For most documents presented, E-
Verify requests an image of both the front and
back. If the document is a U.S. passport or
passport card, E-Verify will request an image of
the Passport ID screen and the Passport
Barcode page.

e If you select No, this photo does not
match or No photo displayed, E-
Verify prompts you to upload a photo of your
employee’s document and click Continue.

e If you select Save & Exit, any uploaded
documents will not be saved and must be
uploaded again.

Click Continue or SAVE & EXxit.

Each case result requires different actions or steps
to continue or close the case. These actions are
outlined in each case result section throughout this
manual.

Review the E-Verify User Manual, 2.2.2 E-Verify
Photo Matching for more information.



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
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Referred Employee

IMPORTANT: The emplcyee must present a cpy of the signed Furthar Action Notice to SSA # he or she chacses to visit an SSA field office
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Mismatch — Referred Employee

Once the employee has chosen to take action to
resolve the case and you indicate the employee
will take action to resolve this E-Verify case, print
the Referral Date Confirmation and provide it to
the employee.

The Referral Date Confirmation informs the
employee that the case is referred and provides
the employee the date by which they must contact
DHS and/or visit a SSA field office.

IMPORTANT: The employee must present a copy
of the signed Further Action Notice to SSA if they
choose to visit an SSA field office.
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TNC Process Summary

Balew is 3 summary ef actisns required of you and the emplayes during the TNE pracess

THE EMPLOYEE'S

Mismatch Process Summary

Below is a summary of actions required of you and
the employee during the mismatch process.

YOUR ACTION

e Notify your employee of their mismatch
result as soon as possible within the 10 days
in private.

e Confirm employee's choice to take action to
resolve the case or not.

e Instruct employee to sign and date Further
Action Notice.

e Keep original signed Further Action Notice on
file with Form 1-9.

e If employee chooses to take action to resolve
the case, refer employee.

e Print the Referral Date Confirmation and
provide it to the employee.

e If prompted, attach and upload a copy of
employee's Form 1-9 photo document (front
and back) to E-Verify.




e If your employee does not give you their
decision by the end of the 10th federal
government working day after E-Verify issued
the mismatch, then you close the case and
may terminate the employee.

THE EMPLOYEE'S ACTION

e Decide to take action or not to resolve their
mismatch within 10 days of issuance and
indicate decision on Further Action Notice.

e Acknowledge receipt of mismatch by signing
and dating the Further Action Notice.

e Take next action based on decision to take
action to resolve case or not.

e If the employee decides to take action to
resolve the mismatch, contact DHS or visit an
SSA field office with a copy of the Further
Action Notice within 8 federal government

working days.

E Verify v o ™

Check for Case Status Updates

............

Mismatch - Check for Case Status Updates

Once you inform the employee that the case is
referred, you have completed the mismatch
process.

Check E-Verify periodically for a change in case
result. Your next step is determined by the case
result provided.

You may NOT ask the employee for additional
evidence or confirmation that DHS and/or SSA
resolved their case.

NOTE: You can search for the case from Cases
menu or by selecting Search Cases on the account
home page.
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Review and Update Employee Data
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DHS Verification in Process

E-Verify Case Result - E-Verify Needs More Time

A case result of E-Verify Needs More Time is both
an initial and interim case result and does not
require action by you.

DHS could not immediately verify the data and
needs more time. E-Verify automatically sends this
case to DHS for further action. No action is
required until further notice from E-Verify.

DHS usually responds within 3 federal government
working days with an updated case result through
Case Alerts on your E-Verify user home screen.

Check E-Verify periodically for a change in case
result. Your next step is determined by the case
result provided.

£ Verify v o

Tutorial

SSA/DHS Case in Continuance

E-Verify Case Result - DHS and/or SSA Case In
Continuance

A DHS and/or SSA Case in Continuance means that
the employee has contacted DHS and/or visited a
SSA field office, but more time is needed to
determine a final case result.

The reason DHS and/or SSA needs more time
varies with each situation. E-Verify provides a case
result update through Case Alerts on your user
home screen.




Check E-Verify periodically for a change in case
result. Your next step is determined by the case
result provided.

IMPORTANT: You may not terminate, suspend,
delay training, withhold or lower pay, or take any
other adverse action against an employee because
of the mismatch or because the employee’s case is
pending with DHS and/or SSA, until the mismatch
becomes a Final Nonconfirmation.
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Summary

Summary

Congratulations! You have completed Lesson 3 of
the Program Administrator Tutorial for E-

Verify Employer Agents. You should now be able
to:

e Complete an DHS or SSA Tentative
Nonconfirmation (Mismatch)
e Recognize interim case results
e Describe E-Verify interim case results:
o E-Verify Needs More Time; and
o DHS or SSA Case in Continuance

e Complete Photo Matching Process
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Lesson 4: Complete the
Verification Process
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Review Lesson 4
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Lesson 4: Complete the Verification Process

Lesson 4: Complete the
Verification Process
Complete the Verification Process
Final Case Results

CloseCase

Case Alerts

Review Lesson 4

e Complete the Verification Process
e Final Case Results

e C(Close Case

e Case Alerts
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Complete the Verification Process

Welcome to Lesson 4 of the E-Verify Program Administrator Tutorial for Employers. In this lesson, you will
learn about the E-Verify topics listed below:

Final Case Results
Close Case
Case Alerts

Complete the Verification Process

Welcome to Lesson 4 of the E-Verify Program Administrator Tutorial. In this
lesson, you will learn about:

e Final Case Results
e C(Close Case
e C(Case Alerts
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Learning Objectives

Learning Objectives
Upon completing this lesson, you should be able to:
e Recognize final case results

e Complete the verification process
e Identify each case alert

EVerify €

Final Case Results

result means that the case is ready to be closed. You m

Final Case Results

A final case result means that the case is ready to be closed. You must close
every case to complete the E-Verify process.

Final case results include:

e Employment Authorized

e DHS Final Nonconfirmation
e SSA Final Nonconfirmation

e (Close Case and Resubmit

The next screens discusses each case result in detail.

E Verify - -] v

Employment Authorized

“Employmant AL

Final Case Results - Employment Authorized
Employment Authorized is the most common initial case result; it is also a final
case result. It means that the employee's information matches official

government records. It's that easy!

Your next step is to record the E-Verify case number on the employee's Form |-
9 or print a copy of the case details and file them with the employee's Form I-9.

E-Verify automatically closes cases that result in Employment Authorized.

Lesson 4 discusses the steps required to close a case.




Final Case Results - DHS or SSA Final Nonconfirmation

A DHS and/or SSA Final Nonconfirmation case result means that E-Verify
cannot verify an employee's employment eligibility. If the employee chose to
try to resolve a mismatch, it can also mean that the employee did not contact
DHS or visit an SSA field office within 8 federal government working days.

You may terminate employment based on a case result of DHS or SSA Final
Nonconfirmation.

The next step is to close the case in E-Verify. After you close the case, you have
completed the verification process.

REMINDER: You may not ask the employee for additional evidence or
confirmation that DHS and/or SSA resolved their case.

EVerify . com e G o

Close Case

Close Case

Closing a case is the last step in the E-Verify process. To close a case, first click

Close Case and then follow the steps listed below:

e Select the statement indicating whether or not you will continue to employ
this individual.

e If you select the option indicating you will continue to employee this
individual, you must provide the reason why. Type the reason in the text
box provided.

e If you select the option indicating that neither of the above applies and you
are closing this case for a different reason, you must select the reason you
are closing the case.

e If Other is selected as the reason, you must type the reason in the text box
provided.

e After you've typed a reason, click Close Case.

e E-Verify displays an alert indicating the case was successfully closed.

e Click View/Print Case Details and either record the E-Verify Case Number
on the employee's Form I-9 or click Print Information to print and attach a
copy of the case details to the Form I-9.

e Click Create New Case to create a new case or click Continue to be
redirected to view all your cases.
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DHS No Show

A"DHS No Show’ means that the employee did not contact DHS within the

Federal Government working
days and, therefore, E-Verify cannot veny the employee's emplayment eligibility.

frmation with no civil or
in the MOU.

You may terminate employment based on a case result of SSA or DHS Final Non
criminal liability a5 noted in Article 1, Section € - Responsibilities of the Employer

The next step s to close the case in E-Verify. After you elose the case, you have cempleted the verification

process
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Delete OBE
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Error: Close Case and Resubmit

Final Case Result - Close Case and Resubmit

A case result of Close Case and Resubmit means that the expiration date
entered for the employee’s U.S. Passport, Passport Card or driver’s license is
incorrect.

A new case must be created for this employee. To do this, close the case and
create a new case for this employee.
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This does not mean that the employee is not authorized to work. E-Verify will
verify the employment eligibility of this employee once you create a new case.
BV, (i o B (R 8 et Case Alerts
Case Alerts

Case alert boxes with important information about your cases appear under
the welcome banner:

e Cases to be Closed

e Cases with Updates

e (Cases with Expiring Authorization Docs
e Recently Auto-Closed Cases

To view the updates, click the blue box in each case alert.

The next screen discusses each case alert in detail.




Case Alerts - Cases to be Closed
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Any case created in E-Verify and assigned an E-Verify case number must be
closed.

Case Alerts - Open Cases to be Closed

The Cases to be Closed case alert provides quick access to all cases that need to
be closed.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security
Number, Driver’s License Number, I-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

Bl oo Lessond Page 100t 15

You can also click Create New Case from this screen.

Case Alerts — Cases With Updates

The Cases with Updates case alerts provides quick access to all open cases that
have had a change in case result.

This case alert is an easy way to manage these cases.

(=] B eoie s Each case status is highlighted and you can click Continue Case button to
resume.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security
Number, Driver’s License Number, I-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.
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Case Alerts - Work Authorization Docs Expiring
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Case Alerts — Cases With Expiring Authorization Docs

This case alert is a notification that an employee's Employment Authorization
Document (Form |-766) or Arrival/Departure Record (Form 1-94) is expiring and
reminds you to re-verify the employee by updating Section 3 of Form 1-9. The
employee cannot be re-verified in E-Verify.

This is simply a reminder; no action is required in E-Verify. You can dismiss each
alert by selecting Dismiss Alert.

m Exit Lossan Lessond Pagetzet 13

This alert will only appear if the document the employee presented for the

original E-Verify case was either an Employment Authorization Document

(Form 1-766) or an Arrival/Departure Record (Form 1-94).

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security
Number, Driver’s License Number, I-94 Number or Passport Number

o Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

New Slide Case Alert - Recently Auto—Closed Cases

The Recently Auto-Closed Cases case alert provides quick access to all cases

that were automatically closed after receiving an Employment Authorized

result.

This is notification your case was closed. Be sure to record the case information

as required on Form -9 or print the case details page.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security,
Driver’s License Number, 1-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.
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Summary

Congratulations! You have completed Lesson 4 of the E-Verify Program
Administrator Tutorial for Employers. You should now be able to:

e Recognize final case results
e Complete the verification process
e I|dentify each case alert
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Lesson 5: Program
Administrator Account
Administration

Review Lesson §

Lesson 5: Program
Administrator Account
Administration

e Program Administrator Account Administration
e Overview of User Roles

e Create a Password

e Navigation Menu
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Lesson 5: Program Administrator Account Administration

Program Administrator Account Administration

Welcome to Lesson 5 of the E-\Verify Program Administrator Tutorial for Employers. In this
lesson, you will leam about the E-Verify topics listed below:

Overview of User Roles
Create a Password
Navigation Menu
Manage My Company

Reports

e Manage Company
e Reports
EVerify ome  Coses  Repor esources v © cmployer User v

E-Verify Program Administrator Account Administration

Welcome to Lesson 5 of the E-Verify program administrator tutorial. In this
lesson, you will learn about:

e Overview of User Roles
e C(Create a Password

e Navigation Menu

e Manage Company

e Reports
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Learning Objectives
Upon completing this lesson, you should be able to:

Identify the role of Pragram Administratars in support of your company’s users
Recagnize requirements to create a password

Use your left navigation menu

Manage the information in "My Company’

Learning Objectives

Upon completing this lesson, you should be able to:

e Understand the role of program administrator
e Recognize requirements to create a password
e Use your navigation menu

e Manage the information in Company Account




Overview of User Roles
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Overview of User Roles

A user role determines the functions and permissions you have when you log
into E-Verify. There are two user roles:

e General User
e Program Administrator

£ Verify s ap v © Enpioyer User v

Program Administrator
Vou sre registerec 35 Program Administrator. Every company s required fo have st lest 1 Frogram Adminisrstor

a5 Program Admiristrater, you

ad

Oversee

Create reports

This lesson provides additional detail on how to perform the functions isted above,

Bl oo Locons Fagedorzz

Program Administrator

You are registered as a program administrator. Every E-Verify participant is
required to have at least one program administrator.

As a program administrator, you:

e Create and manage cases in E-Verify

e Add and delete user accounts

e Oversee cases created by the company’s or entity’s users
e Create reports

e Update profile information, including points of contact

e Unlock passwords for user(s)

This lesson provides additional detail on how to perform the functions listed
above.
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Create a Password

Program Administrator - Create a Password

The first time you log in to E-Verify, you are prompted to change your
password.

Passwords are case-sensitive, different from the assigned user ID, and meet
these requirements:

e Atleast one letter

e At least one number, not as the first or last character

e At least one special character from the following ! @ $% * () ?:;{}+-~
e Does not contain an invalid special character

e Not identical to the User ID

e Password length between 8 and 14 characters

e No more than two consecutive characters from the prior password

Example: IL'keH20

IMPORTANT:

e IMPORTANT: If you think your password has been compromised, you must
change your password immediately. To change your password, access the
user profile options from the drop-down menu under your username in
the top right corner of the account.




| Create a Password (continued)

Passwiord policy also recommands thit passwords should not contain a

the name of any pers ild o fictio
Ity number, bifth date. phane numbes
he creator of the password

IMPORTANT: Passiords shoule NEVER be shared. Evary E-Verify user must have & user 1D and password
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Program Administrator — Password Hints
Passwords should not:

e Contain any dictionary word

e Contain any proper noun or the name of any person, pet, child, or fictional
character, nor any employee ID number, Social Security number, birth
date, phone number or any information that could be readily guessed
about the creator of the password

e Contain any simple pattern of letters or numbers, such as “qwerty” or
“xyz123”

e Contain any word, noun, or name spelled backwards.

IMPORTANT: You should NEVER share your password. Every E-Verify user must
have their own unique user ID and password.




EVerify  rore  cows  feons Resoces v @ oo v v

Password Help
1fyou try tolog i with an incorrect password 3 consecutive times, E-Verify il lock you out.

If you are locked out first try to change your password using the link Forgot your password? on the user log

1f you are unable to change your password automatically, contact £-Veriy Customer Support at 888-464-
azie

NOTE: As 2 Program Administrator, it is important to know that your General Users contact you to unlock their user password.

Program Administrator — Password Help

e If youtry to login with an incorrect password three consecutive times,
E-Verify will lock you out.

o Ifyou are locked out, first try to change your password using the
link Forgot Password on the user log in screen.

o If you are unable to change your password with Forgot Password
link, contact another program administrator in your company or
entity.

e Each user must create password challenge questions.
o You will need to correctly answer these questions to reset your
password if you ever forget it.
Important:
e E-Verify will prompt you to change your password every 90 days.
e To comply with federal security guidelines, USCIS is required to lock any
user ID that has not been accessed within the past 270 days. A locked user
ID will not affect your E-Verify enroliment or the data in your E-Verify
account.

Note:

e Each user must have their own user ID and password to access E-Verify
and may not share their user ID or password with others.

e You are responsible for any activity associated with your user ID and
password.

Program Administrator E-Verify Home Page - Navigation Menu

Each time you log in to E-Verify you will see a Welcome Back banner with your
name and company, or entity listed.

Case alert boxes with important information about your cases are under the
welcome banner, including Cases to be Closed, Cases with Updates, Cases with
Expiring Authorization Docs and Recently Auto-Closed Cases.

Convenient quick links in gray boxes are directly below the case alert boxes,
including Create New Case, Search Cases, View Resources and Contact Us.




Below the quick links, you will find the E-Verify News section that keeps you up
to date on the latest and greatest with E-Verify.

The next slides will help you become familiar with the links found on your user

home page.
b Navigation Menu - Links Above the Welcome Banner
Program Administrator - Navigation Menu (continued)
The links above the welcome banner include:
MENU FUNCTIONS
Cases e Search Cases
e (Create New Cases
Reports e Run Reports
Resources e View Essential Resources
e Take Tutorial
e View User Manual

e E-Verify News

- R s s e Contact Us
Account Options e Company Account
e User Account

e LogOut




E Verify

Program

Navigation Menu — Case Alerts Boxes

Case alert boxes are located below the welcome banner:

Link Function
Case Alert e The case alert boxes bring attention to cases that
need action or provide important information
regarding your cases.
Cases to be e Any case created in E-Verify and assigned an E-
Closed Verify case number must eventually be closed.
e The Cases to be Closed case alert provides quick
access to all cases that need to be closed.
Cases with e All open cases that have had a change in case
Updates result.
e All cases must eventually be closed. This case
alert is an easy way to manage these cases.
e Click Continue Case to take action.
Cases with e This is simply a reminder; no action is required
Expiring Doc in E-Verify. This alert will only appear if the
document the employee presented for the
original E-Verify case was either an Employment
Authorization Document (Form I-766) or an
Arrival/Departure Record (Form 1-94).
Recently e Notification of the cases that were automatically
Auto-Closed closed after receiving an Employment Authorized
Cases result.

This is notification your case was closed. Be sure
to record the E-Verify case number as required
on Form I-9 or print the case details page and
attach it to the Form I-9.




Navigation Menu — Quick Links and E-Verify News

Quick Links and E-Verify News are located below the case alert boxes:

Quick Links Function

Create New Case e Create new E-Verify cases

Search Cases e Search Cases

View Resources e Access E-Verify Resources

Contact Us e Contact E-Verify

E-Verify News e Stay up to date with the latest E-Verify
News

EVerify
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Manage My Company
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Program Administrator - Manage Company Account

As a program administrator, you manage important information about your

company, or entity and users with the Company Account navigation feature.

This feature includes:

e Company Account
e Manage Users
e Close Company Account

The next screens provide additional information about these features.

welcome back

E-"'||:|I|:||=|er'
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Edit Company Profile

Manage Company Account - Company Profile

The Company Profile screen allows you to view and/or edit the current
information entered when your company, or entity, enrolled in E-Verify.

To edit the information on this page, simply click the edit option under the
section you wish to modify:

e Edit Company Information
e Edit Employer Category

e Edit Company Addresses

e Edit Hiring Sites

To view your MOU, click View Current MOU.

E Verify - e ~

Edit Company Profile (centinued)

Manage Company Account — Edit Company Profile Fields Table

On your company information page, you can update any of the fields outlined
in the table below:

FIELD NAME DESCRIPTION
Company Name Company/entity enrolled in E-Verify.
Doing Business As (DBA) Name The Doing Business As (DBA) Name is

the name under which a
company/entity operates. The DBA
is visible to the public, but is not the
legal, registered name of that
organization.

Employer Identification Number An Employer Identification Number
(EIN) (EIN) is also known as the Federal
Tax ldentification Number and is
used to identify a business entity. An
EIN is required for an employer to
enroll in E-Verify. Employers who do
not have an EIN can apply



https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online

online with the IRS to receive an EIN
immediately.

Unique Entity Identifier (UEI)

A UEl is a 12-digit alphanumeric
identifier that is provided by
SAM.gov to all entities who register
to do business with the federal
government. Learn more about the
UEL

DUNS Number

A DUNS number is a unique, 9-digit
identifier issued and maintained by
Dun & Bradstreet that can help
verify the existence of a business
entity. Learn more about the DUNS
Number.

Total Number of Employees

Indicate total number of
company/entity employees from 1
to 10,000 and over.

NAICS Code(s)

The North American Industry
Classification System (NAICS)
classifies businesses by industry to
collect, analyze, and publish
statistical data related to the U.S.
business economy. A three-digit
NAICS code is required for an
employer to enroll in E-Verify.

Employer Category

Category that best describes your
organization.

Physical Address

Location where cases are created.

Mailing Address

Company's/entity’s mailing address.
If this address is different from the
physical location, use this field to
make the necessary changes.

Number of Hiring Sites

A hiring site is the location where
employees are hired and they
complete Form [-9.



https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://sam.gov/content/duns-uei
https://sam.gov/content/duns-uei
https://www.dnb.com/duns-number.html
https://www.dnb.com/duns-number.html
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Edit Company Profile - Point of Contact
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Manage Company Account — Manage Users

From Company Account, click Manage Users.
The Manage Users page allows you manage your users’ accounts.

You can:

Search by user ID, First and Last Name;

Add users;

View users whose password change is required or pending reactivations;
Edit user information; and/or

Delete users.

The next few slides will give you more information.
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Edit Company Profile - Update NAICS Code
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Delete — Now on Company Profile Fields Table
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Edit Company Profile - Update NAICS Code (continued)

Delete — Now on Company Profile Fields Table

Manage Company Account — Edit Hiring Sites

As a program admininstrator, you can manage your company’s or entity’s list _Ed'.' _hl":"g s'_th
of hiring sites. From Company Account, click Company Profile. Tatol Hiring Saes. B o ———
From the Company Profile screen select Edit Hiring Sites. |
s
—— Review the Total Hiring Sites section and select the hiring site to be edited. You |~ "
can review, edit or delete an existing hiring site. =
Select Add Hiring Site and enter the street address, city, state, and zip code
and click Add Hiring Site to add your hiring sites one at a time.
OR
Select Bulk Upload to add multiple hiring sites by uploading a file. The bulk
upload function allows you to add multiple hiring sites by uploading a file.
For more information review the E-Verify User Manual found in View Essential
Resources.
Manage Company Account — Manage Users Sy s
Enrolled accounts can assign their users with different permissions and Users

functions.
There are two types of users: Program Administrators and General Users.

You can also create web services credentials that will provide developer access
to a suite of features that can integrate into proprietary software.




To review more detailed permissions of the user roles and web service access,
please read more here.

Manage Company Account — Enter New User Information

Enter the user information including the Email Address, Last Name, First Name
and Phone Number and click Next.

Manage Company Account — Generate New User ID

E-Verify will automatically generate an Access ID for the user.

Users may accept the system generated access ID or create their own.

To accept the system generated access ID, they click Submit New ID.

To create their own user ID, they delete the system generated user ID and type
a desired user ID. The user ID must be exactly eight alphanumeric characters

(letters and numbers) and is not case sensitive.

When they are finished, click Submit New ID.

zzzzzzzzz

Manage Company Account — Manage Users

From Company Account, click Manage Users.

The Users page allows you manage your company’s or entity’s users accounts.
You can:

e Search by User ID, First and Last Name;
e Filter by User Roles and/or User Status;
e View users whose password change is required,;

EVarily
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e Edit user information; and/or
e Delete users.

You can also add users by clicking Add User.

e ——————— Delete now on View Existing Users

View Existing Users - Reset User Password

m Admi

Manage Company Account - Close Company Account
Close Company Account Terminate My Company Account
As a program administrator, you can close your company's or entity’s account 4
with E-Verify. "
] R e L From the Close Company Account screen: o
Review the information about the company’s or entity’s account to be closed I et e

(terminated), note the prepopulated account closure (termination) request
date, provide account closure request reason and click Next.

If you do not want to request closure of this account at this time, click Cancel.
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Reports
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Reports

On the home page, above the welcome banner, click Reports.
Select the report you want to create from the options available.
A description of the report is provided on the report screen.

For more information review please review the E-Verify User Manual.

Rlun Reports
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support of your company's users

Summary

Congratulations! You have completed Lesson 5 of the E-Verify Program
Administrator Tutorial. You should now be able to:

e Understand the role the role of program administrator in support of your
company's or entity’s users

e Recognize requirements to create a password

e Use your navigation menu

e Manage the information in Company Account



https://www.e-verify.gov/e-verify-user-manual
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Lesson 1: Introduction

Introduction
Background and Overview
Privacy Statement and Guidelines

Rules and Responsibilities

Civil Rights and Civil Liberties
Eederal Contractor Reguirements
Form |-9 and E-Verify

Verification Process Overview

Review Lesson 1

| Current Update Image
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Welcome to the E-Verify Tutorial

Lesson 1: Introduction Lesson 2: Initial Verification
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Welcome to the E-Verify Tutorial

This tutorial is designed for Federal Contractor staff who are enrolled as E-Verify
program administrators.

In this section, you can review any of the completed tutorial lessons or retake
the knowledge test that was required to start using E-Verify. This tutorial covers
the following topics:

Lesson 1: Introduction
Introduction

E-Verify and Federal Contractor Background
E-Verify Overview

Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties
Federal Contractor Requirements
Form I-9 and E-Verify

Verification Process Overview
{Review Lesson 1}

Lesson 2: Initial Verification
Initial Verification

E-Verify Home Page

Enter Form I-9 Information
Initial Verification Results
{Review Lesson 2}

Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results - Overview

DHS and/or SSA Tentative Nonconfirmations (Mismatches)
E-Verify Needs More Time

DHS and/or SSA Case in Continuance

{Review Lesson 3}

Lesson 4: Complete the Verification Process
Complete the Verification Process

Final Case Results

Close Case




Case Alerts
{Review Lesson 4}

Lesson 5: Program Administrator Account Administration
Program Administrator Account Administration

Overview of User Roles

Create a Password

Navigation Menu

Manage Company

Reports

{Review Lesson 5}

Each user must successfully complete the online E-Verify tutorial before they can
create or manage cases.

Lesson 1. Introduction

Introduction

Background and Overview

Privacy Statement and Guidelines

Bules and Responsibilities

Civil Rights and Civil Liberties

Eederal Contractor Requirements

Eorm [-9 and E-Verify

Verification Process Overview

Lesson 1: Introduction

Introduction

E-Verify and Federal Contractor Background
E-Verify Overview

Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties
E-Verify and Federal Contractor
Federal Contractor Requirements
Form I-9 and E-Verify

Verification Process Overview
{Review Lesson 1}




Welcome to Lesson 1 of the E-Verify Program Administrator Tutorial for Federal
Contractors. In this lesson, you will learn about these E-Verify topics:

e E-Verify and Federal Contractor Background
e E-Verify Overview

e Privacy Statement and Guidelines

e Rules and Responsibilities

e Civil Rights and Civil Liberties

e E-Verify and Federal Contractor

e Federal Contractor Requirements

e Form I-9 and E-Verify

e Verification Process Overview

Learning Objectives
Upon completing this lesson, you should be able to:

o Describe the background and overview of E-Verify and the Federal
Contractor E-Verify rule

e Carry out and comply with rules, responsibilities, and guidelines for
protecting privacy and personal information

e Recognize Civil Rights and Civil Liberties

o |dentify federal contractor requirements

e Recognize Form I-9 procedures and how they relate to E-Verify
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E-Verify and Federal Contractor Background

In 1996, Congress passed the Illegal Immigration Reform and Immigrant
Responsibility Act (IIRIRA), which required the Department of Homeland (DHS)
and Social Security Administration (SSA) to develop an employment eligibility
confirmation process now known as E-Verify.

The E-Verify Federal Acquisition Regulation (FAR) final rule requires that as of
September 8, 2009, federal contractors with contracts containing the FAR E-
Verify clause must use E-Verify as a condition of their contract. Click FAR E-Verify
Clause: 48.C.F.R. 52.222-54 to learn more.

E-Verify Overview

E-Verify is an internet-based system that electronically confirms the identity and
employment eligibility of newly hired employees to work in the United States.

E-Verify is a voluntary program. Employers with federal contracts or
subcontracts that contain the FAR E-Verify clause are required to enroll in and
use E-Verify as a condition of their contract.



http://www.gpo.gov/fdsys/pkg/FR-2008-11-14/html/E8-26904.htm
http://www.gpo.gov/fdsys/pkg/FR-2008-11-14/html/E8-26904.htm
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How E-Verify Works

E-Verify works by electronically comparing the information from an employee’s
Form I-9, Employment Eligibility Verification, with official government records
that E-Verify can access to confirm the identity and employment eligibility of
each newly hired employee and/or employee assigned to a covered federal
contract.

Privady Statément o Cudieliregs

Privacy Statement and Guidelines

The use of E-Verify requires the collection of personally identifiable information
(PI). Employers must protect the privacy of employees who submit information
to be processed through E-Verify and ensure that all personal information
collected is safeguarded and used only for the purposes outlined in the
memorandum of uUnderstanding (MOU).

E-Verify protects Pll in accordance with a National Archives and Records
Administration (NARA) records retention and disposal schedule (N 1-566-08-7)
by annually disposing of E-Verify records that are over 10 years old. This
minimizes security and privacy risks associated with U.S. government retention
of PII.

Failure to properly protect employee information can result in identity theft or
fraud and can cause considerable inconvenience, harm, or embarrassment to
the employees or employer affected.
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Privacy Statement and Guidelines

PRIVACY GUIDELINES OVERVIEW
e Allow only authorized users to use E-Verify.
Ensure that only authorized users handle information and create cases.
e Secure access to E-Verify.
Protect passwords used to access E-Verify and ensure that unauthorized
persons do not access E-Verify.
e Protect and store employee information properly.
Ensure that employee information is stored in a safe and secure location and
that only authorized users have access to this information.
e Discuss E-Verify results in private.
Ensure that all case results including mismatches and Final
Nonconfirmations are discussed in private with the employee.

REMINDER

al -

e You must ensure that all Pll is safeguarded.

i Rules and Responsibilities

R All E-Verify users are bound by the guidelines set forth in the E-Verify MOU and
the rules and responsibilities outlined in the E-Verify User Manual for Employers
and this tutorial.
The next screens outline the specific rules and responsibilities required of

R - everyone that uses E-Verify.

NOTE: Additional information on each rule and responsibility is provided
throughout this tutorial.
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Rules and Responsibilities — E-Verify Employers Must

Employers participating in E-Verify MUST:

v

v

v

Follow E-Verify procedures for each employee for whom an E-Verify case is
created.

Notify each job applicant of E-Verify participation by clearly displaying the
Notice of E-Verify Participation and the Right to Work posters in English and
Spanish. You may also display the posters in other languages provided by
DHS.

Complete Form I-9 for each newly hired employee before creating a case

in E-Verify.

Obtain a Social Security number from each newly hired employee on Form |-
9.

Ensure that Form I-9 List B identity documents have a photo.

Create a case for each newly hired employee no later than the third business
day after they start work for pay.

Enter the employee’s email address in E-Verify if it was provided on Form I-
9.

Provide each employee with notice of and the opportunity to take action on
a mismatch by downloading the Further Action Notice and providing it to the
employee before referring the case.

Ensure that all Pll is safeguarded.

IMPORTANT: For more information, review the E-Verify User Manual for
Employers and the E-Verify Supplemental Guide for Federal Contractors located
in View Essential Resources.

NOTE: Additional information on each rule and responsibility is provided
throughout this tutorial.
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Rules and Responsibilities - Notice to Employees of E-Verify Participation
You MUST notify ALL employees of your participation in E-Verify:

Provide the following posters to your company locations:
e Notice of E-Verify Participation
e Right to Work.

e Ensure all locations display the posters (in both English and Spanish) in a
prominent place that is clearly visible to all current and prospective
employees, electronically or in hard copy.

e Replace the participation posters when updates are provided by DHS to
ensure employees, applicants, and the public to have the most recent and
complete information regarding E-Verify.

e E-Verify recommends providing a copy of these posters with job application

materials, either electronically or in hard copy.

IF YOU HAVE THE RIGHT TO WORK

o c—— R —
DON'T LET ANYONE TAKE IT AWAY
I
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Rules and Responsibilities — E-Verify Employer Must Not:

Employers participating in E-Verify MUST NOT:

e Use E-Verify to pre-screen an applicant for employment.

e Specify or request which Form I-9 documentation an employee must use,
except to specify that any Form -9 List B document the employee chooses
to present must contain a photo.

e Use E-Verify to discriminate against any job applicant or employee on the
basis of their national origin, citizenship, or immigration status.

e Create an E-Verify case for an employee who was hired before the employer
signed the E-Verify MOU, except in certain instances such as employees of
federal contractors with the FAR E-Verify clause.

e Terminate, suspend, delay training, withhold or lower pay, or take any other
adverse action against an employee because of a mismatch, until the
mismatch becomes a Final Nonconfirmation.

e Share any user ID or password.

NOTE: Additional information on each rule and responsibility is provided
throughout this tutorial.
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Civil Rights and Civil Liberties

Employee rights must be protected. The next screens discuss the following:

Employee Protection

Responsibility to Avoid Discrimination
Deter Discrimination in Your Workplace
Adverse Actions

E Varity "

Ensplosgss Protection

Civil Rights and Civil Liberties - Employee Protection

It is your responsibility to treat employees equitably when using E-Verify.
You MUST:

Create a case in E-Verify only AFTER the applicant has accepted an offer of
employment and Form I-9 is complete.

Give notice to employees regarding your participation in E-Verify and
employee rights.

Take steps to ensure the privacy of employees by protecting their personal
information and to secure the password you use to access E-Verify.
Discuss employment eligibility issues with people directly concerned with
the information and limit these conversations to the relevant case details.
Ensure employees who receive a mismatch are provided with the printed
Further Action Notice.

You must NOT:

Create a case in E-Verify before a job offer has been accepted and Form I-9
is complete. This is considered pre-screening.

Use E-Verify to screen job applicants or to re-verify employment eligibility.
Use E-Verify selectively.
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Protecting Civil Rights and Civil Liberties: The Department of Justices’s
Immigrant and Employee Rights Section (IER)

The Immigration and Nationality Act’s anti-discrimination provision, found at 8
U.S.C. § 1324b, requires employers to apply Form 1-9 and E-Verify rules
consistently, regardless of an employee’s citizenship, immigration status or
national origin. The Immigrant and Employee Rights Section (IER) of the U.S.
Department of Justice Civil Rights Division enforces this law.

Employers that discriminate in their use of E-Verify may be in violation of this
law.

For more information on how to avoid discrimination, contact IER’s Worker
Hotline at 800-255-7688 (TTY: 800-237-2515) or visit justice.gov/ier.

NO IMAGE

Civil Rights and Civil Liberties — U.S. Equal Employment Opportunity
Commission (EEOC)

You may not discriminate against employees because of race, color, religion, sex
(including pregnancy, gender identity, and sexual orientation), national origin,
age (40 or older), disability, or genetic information.

Employers that discriminate in their use of E-Verify may be in violation of this
law.

For more information on how to avoid discrimination, contact EEOC at 800-669-
4000 (TTY: 844-234-5122) or visit eeoc.gov.
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Civil Rights and Civil Liberties - Deter Unlawful Discrimination in Your
Workplace

Display the DHS E-Verify Participation and DOJ Right to Work posters so
prospective employees and new hires will see them.

In addition, make sure you comply with federal anti-discrimination
requirements. For example:

e Do not treat applicants or employees differently based on their citizenship
or immigration status, or based on their appearance, language, accent, or
other national origin indicator.

(=5
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e Do not ask an employee to show a specific document to prove their
citizenship or immigration status for the Form I-9 process, or for the E-Verify
process.

e Do not request additional or different documents than are required to verify
employment eligibility and identity, reject reasonably genuine-looking
documents or specify certain documents over others.

e Do not use E-Verify selectively or to prescreen certain candidates based on
employees’ or applicants’ citizenship, immigration status, or national origin.

e Do not, based on an employee’s citizenship status or national origin, take
adverse action against an employee because of a mismatch or because the
employee's case is pending with DHS or SSA.

Civil Rights and Civil Liberties — Adverse Actions

terminate
susPend
At Artien Employers must not terminate, suspend, delay training, withhold or lower pay, \ /’
: or take any other adverse action against an employee because of the mismatch, L
until the mismatch becomes a Final Nonconfirmation. Em oyers = “’Lkhl“c’Ld
mus& NO
. . I.owt:.'r
If the employee chooses not to take action on the mismatch, the employer may
terminate employment with no civil or criminal liability as noted in dula
Responsibilities of the Employer, Article I, Section A paragraph 13 of the MOU. h““"““‘_} l'akt:
The case can be treated as a Final Nonconfirmation, and the employer should 2 other
N - close the case in E-Verify. adverse
action
To avoid improper adverse actions, treat employees that choose to take action
to resolve a mismatch as you would treat any other employee 1 69alNSE an
. empl e because
of a mismalch, until the
mismatch becomes a
Fiual Nonconfirmation
Bty - E-Verify and Federal Contractor Requirements
Fasharal Easarart i Mg ivmants All E-Verify users are bound by the guidelines set forth in the E-Verify MOU and
ekl i ey i . the rules and responsibilities outlined in the E-Verify User Manual for Employers,
ot ot S e e e E-Verify Supplemental Guide for Federal Contractors and this tutorial.
"'" - Federal contractors with the FAR E-Verify clause have specific guidelines for:
e Exemptions and exceptions;
: e Timeframes for enrollment and use;
= e Contractors Already Enrolled in E-Verify; and

e Subcontractors and others.




For detailed information on the guidelines and time periods, click View Essential
Resources and review the E-Verify Supplemental Guide for Federal Contractors.
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Federal Contractor Requirements — Form I-9 and E-Verify

All employers in the United States are required to complete Form I-9 no later
than the third business day after their employees start work for pay and keep a
record of Form 1-9 on file. This requirement does NOT change for federal
contractors enrolled in E-Verify.

Employers enrolled in E-Verify have chosen to take the additional step of
electronically confirming that their employees' Form -9 information matches
official government records that E-Verify can access, thereby helping ensure a
legal workforce.

— - s
NOTE: To view or download Form [-9, click Form 1-9. For more information
on Form I-9 procedures, review the Handbook for Employers: Guidance for
Completing Form 1-9 (M-274) which is also located in View Essential Resources.
i ey [ ]
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Federal Contractor Requirements — Verifying New Employees Using Form I-9

Newly hired employees must complete Form I-9 regardless of whether they are
assigned to a federal contract.

Employers must comply with Form I-9 procedures found in the M-274 which is
found in the View Essential Resources link on the navigation menu.

As a Federal Contractor, you also have additional employment verification
requirements for Form I-9 that other E-Verify employers do not have.

For detailed information, click View Essential Resources and review the
Supplemental Guide for Federal Contractors, 2.1 Verifying New Employees using
Form I-9.



https://www.e-verify.gov/supplemental-guide-for-federal-contractors
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://www.uscis.gov/files/form/m-274.pdf
http://www.uscis.gov/files/form/m-274.pdf
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-employees
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-employees
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Federal Contractor Requirements — Verifying Existing Employees using Form |-9

Federal contractors must follow specific rules which relate to Form I-9 and
existing employees.

Employers must comply with Form 1I-9 procedures found in the M-274, which is
found in the View Essential Resources link on the navigation menu.

To comply with the FAR rule, you must verify all new hires and existing
employees assigned to a covered contract. You may also choose to verify your
entire workforce.

= -
For detailed information, click View Essential Resources and review the
Supplemental Guide for Federal Contractors, 2.2 Verify Existing Employee using
Form [-9.
B u Federal Contractor Form I-9 and E-Verify

Frarm 8 o - ity

All employers in the United States are required to complete Form I-9 no later
than the third business day after their employees start work for pay and keep a
record of Form I-9 on file. This requirement does NOT change for employers
enrolled in E-Verify.

Employers enrolled in E-Verify have chosen to take the additional step of
verifying that their employee’s Form I-9 information matches official
government records, thereby ensuring a legal workforce.

NOTE: To view or download Form [-9, click Form I-9. For more information
on Form I-9 procedures, review the Handbook for Employers: Guidance for
Completing Form 1-9 (M-274) which is also located in View Essential Resources.



https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-0
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-0
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://www.uscis.gov/files/form/m-274.pdf
http://www.uscis.gov/files/form/m-274.pdf
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Form I-9 and E-Verify — Form I-9, Section 1 — Overview

Newly hired employees must complete Section 1 of Form I-9 in its entirety.
Providing a Social Security number (SSN) on Form I-9 is usually voluntary but
newly hired employees of employers participating in E-Verify are required to
provide an SSN on Form |-9. Therefore, all newly hired employees, including
seasonal, temporary, and rehires, MUST provide an SSN.

IMPORTANT: If an employee does NOT provide an SSN, they must obtain one
from the SSA. This can delay the 3-day requirement to create a case in E-Verify.
Employers must note the reason for this delay on the employee's Form 1-9 and
during the verification process. You must create a case in E-Verify as soon as the
employee has received their SSN from SSA.

ol . ] 5
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Form I-9 and E-Verify — Form I-9, Section 2 — Overview

Employers must complete Section 2 of Form 1-9 in its entirety. To complete
Section 2, you must examine documents that prove the identity and
employment eligibility of the newly hired employee.

IMPORTANT: You may NOT specify which document(s) from the list of
acceptable documents on Form I-9 an employee may choose to present.
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Form I-9 and E-Verify — Form 1-9, Section 2 — Documents

An employer may accept one document from List A, which proves both identity
and employment eligibility, or a combination of documents from List B, which
proves identity, and List C, which proves employment eligibility.

IMPORTANT: Any List B document(s) presented to an employer participating
in E-Verify MUST contain a photo.
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Verification Process Overview

The E-Verify employment eligibility confirmation process begins with a
completed Form 1-9. The information from Form I-9 is then entered into E-
Verify and a case result is provided.

Case results inform you of the status of the E-Verify case as well as your
employee's employment eligibility. Case results can be initial, interim, or final.

| —
If you determine the information in the case is incorrect, close the case and
create a new case with correct information.
Every case must be closed.
REMINDER: E-Verify makes employment eligibility determinations by comparing
the employee's Form |-9 information entered in E-Verify to official government
records.
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Verification Process - Initial Verification Case Results Overview
After Form I-9 information has been entered into E-Verify, E-Verify promptly
provides you an initial case result. An initial case result is the first, and

sometimes final, case result provided by E-Verify.

An overview of the initial case results is listed in the table below.

Initial Case Results Overview

Employment Authorized The employee's information matched with
official records. Case will automatically close. No
action needed.

Tentative Nonconfirmation | Information does not initially match official
(Mismatch) government records. Additional action is
required.

E-Verify Needs More Time | DHS could not immediately verify the data and
needs more time. This case is referred to DHS
for further action. No action is required until

further notice from E-Verify.

Each case result is unique and may or may not require additional action by you
and/or the employee. Additional information on initial case results and next
steps are addressed throughout this tutorial.




Verification Process — Interim Verification Case Results Overview

An interim case result requires additional action before E-Verify can provide you

with a final case result.

An overview of the interim case results is listed in the table below.

Interim Case Results

Overview

DHS and/or SSA Tentative
Nonconfirmation
(Mismatch)

Information did not match official government
records. Additional action is required.

E-Verify Needs More Time

DHS could not immediately verify the data and
needs more time. This case is referred to DHS for
further action. No action is required until further
notice from E-Verify.

DHS and/or SSA Case in
Continuance

The employee has contacted DHS or visited an
SSA field office, but more time is needed to
determine a final case result. No action is
required until further notice from E-Verify.

Each case result is unique and may or may not require additional action by you
and/or the employee. Additional information on interim case results and next
steps are addressed throughout this tutorial.
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Verification Process — Final Case Results Overview

A final case result means that the case is ready to be closed. You must close
every case to complete the E-Verify process.

An overview of the final case results is listed in the table below.

Final Case Results Overview
The employee's information matched with official
Employment . . .
. records. Case will automatically close. No action
Authorized

needed.

DHS and/or SSA Final [E-Verify cannot verify an employee's employment
Nonconfirmation eligibility. You may close the case.

This case cannot continue because the expiration
Close Case and date entered for the employee's U.S. Passport,
Resubmit Passport Card or driver's license is incorrect.
Close the case in E-Verify and create a new case.

Each case result is unique and may or may not require additional action by you.
Additional information on final case results and next steps are addressed
throughout this tutorial.

S

Summary

Congratulations! You have completed Lesson 1 of the E-Verify Program
Administrator Tutorial for Federal Contractors. You should now be able to:

e Describe the E-Verify and Federal Contractor Background

e Describe the E-Verify Overview

e Carry out and comply with rules, responsibilities, and guidelines for
protecting privacy and personal information

e Recognize Civil Rights and Civil Liberties

e Identify E-Verify and federal contractor requirements

e Recognize Form I-9 procedures and how they relate to E-Verify

e Recognize the verification process and case results




EV PA FC Tutorial Lesson 2

Lesson 2: Initial Verification
Initial Verification

E-Verify Home Page

Enter Form |-9 Information

Initial Verification Results

Review Lesson 2

Current Update
Lesson 2: Initial Verification
Lesson 2: Initial Verification L. e .
I Initial Verification
E-Verify Home Paze E'Verify Home Page
Enter Form |-9 Information .
Intial Verifcation Resuits Enter Form I-9 Information

Initial Verification Results

Review Lesson 2
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Initial Verification
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Initial Verification

Welcome to Lesson 2 of the E-Verify Program Administrator Tutorial for
Federal Contractors. In this lesson, you will learn about:

e E-Verify Home Page
e Enter Form I-9 Information
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Learning Objectives
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Upon completing this lesson, you should be able to:

e Recognize the E-Verify home page
e Use Form I-9 information to create a case in E-Verify
e Recognize initial case results
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E-Verify Home Page
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E-Verify Home Page

Each time you log in to E-Verify you will see a welcome back banner
customed to your user type.

Under the welcome banner are case alert boxes with important information about
your cases, including Cases to be Closed, Cases with Updates, Cases with Expiring
Authorization Docs and Recently Auto-Closed Cases.

Directly below the case alert boxes are convenient quick links in gray boxes,
including Create New Case, Search Cases, View Resources and Contact Us.

Below the quick links is the E-Verify News section that keeps you up to date on the
latest and greatest with E-Verify.

Navigation buttons above the banner include:

]
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MENU FUNCTIONS

Home e Employer User Home Page
Cases e Create New Case
e Search Cases
Reports e Run Reports
Resources e View Essential Resources

e Take Tutorial

e View User Manual
e E-Verify News

e Contact Us

Account Options e Company Account
e User Account
e LogOut

Create a Case

Create an E-Verify Case

The earliest you may create a case in E-Verify is after the employee accepts
an offer of employment and Form 1-9 is complete. After the Form -9 is
complete, your next step is to create a case in E-Verify. An E-Verify case
must be created no later than the third business day after the employee
starts work for pay.

You can find the employee’s first day of employment in Section 2 of Form
[-9. The employee’s first day of employment is circled below.

Contification: | siust, under penalty of parjury, that (1) | have exsmined the the
[2) the abiove-sted documantis) appear 10 be gnuing and 10 redate 10 the empicyss named. and (1) 10 the bust of my knowlsdgs the
aemplay e s duthorired to s in the United St

yoo's first day of

If the employee’s first day of employment changes after you have created
the case in E-Verify, no additional action is required in E-Verify as you
cannot change that date once you’ve created the case. You must, however,
make a correction to the date recorded in the certification block of Section
2 of the employee’s Form I-9 if the employee’s first day of employment
changes. Annotate the correction with your initials and the date you made
the correction.




Review the Handbook for Employers: Instructions for Completing Form 1-9
(M-274) or |-9 Central for more information.

NOTE: Employees hired on or before Nov. 6, 1986, are not subject to Form
I-9 and, therefore, should not have a case created in E-Verify based on this
employment.

EVerify . wonm ¥ 0

Tutorial

Getting Started

Getting Started

To create a case in E-Verify, use the information from the employee’s Form
I-9 and enter it into E-Verify.

F = From the E-Verify homepage:
Click Cases above the banner and select Create New Case; or
m Exit Less Lesson 2
Click Create New Case quick link, in gray box below the case alerts.
IMPORTANT: No case can be deleted after it has been created. If a case is
created in error, simply close the case. All draft cases will be automatically
closed after 180 days.
Enter Form |-9 Information

Enter Form I-9 Information

Enter the employee’s information from Section 1 of Form I-9. If you do not
enter required information, or enter non-standard information, E-Verify
generates a field error message and you must enter the required
information to continue with the case.

In the Enter Form I-9 Information page:

e Complete the Employee Information and Attestation section;

e If the employee provided an email address on Form I-9, you must enter
it into E Verify. E-Verify may send the employee email notifications
with information about their E Verify case;

e Click Continue;

e Choose the appropriate option for citizenship or immigration status;

e Click List A Document or List B & C Document when asked what
documents the employer or authorized representative reviewed and
verified;

e Select document(s) types from drop down list;

e Enter Document Number (if applicable);



https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central

e Enter Expiration Date (if applicable); and
e Click Continue.

NOTE: Additional information is available in the form of helper text. To
access this information, simply click any helper text symbol 'g' .
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Enter Form I-9 Information (continued)

e
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Enter Form I-9 Information — Additional Case Details

Under the Additional Case Details section, type the employee’s first day of
employment as recorded in Section 2 of Form I-9 into the Employee’s First
Day of Employment field. Alternatively, you may click Today, 1 Day Ago, or
2 Days Ago and the corresponding date automatically populates in the
Employee’s First Day of Employment field.

If the case is being created 3 or more days past the employee's first day of
employment, you must provide a reason for the delay. Select the
appropriate reason from the drop-down menu or if Other is selected, E-
Verify requires you to type the reason in the Reason for Delay text box and
click Continue.

REMINDER: The employee's first day of employment is the date the
employee begins working in exchange for wages or other remuneration.
That date should be entered as the employee's first day of employment
date from the certification block in Section 2 on Form |-9. The E-Verify case
may be created before the employee begins work for pay as long as the
employee has accepted an offer of employment and Form I-9 is complete.
In these situations, the date you should enter in the hire date field

in E-Verify is the date recorded in the certification portion of Section 2
from the employee's Form I-9.
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Enter Form I-9 Information - Duplicate Case Alert

1, the next screen may alert

ian and determing if you nee;

e with the case, you

INOTE: i you thirk: the case i truly a duplicate and you no longer nesd to continue the venification process. you can close the case by clicking Close

Case’

m Exit Lesson

Lessan 2 PogeBief 16

Enter Form I-9 Information — Duplicate Case Alert

After you enter the employee's Form |-9 information and click Continue,
the next screen may alert you that the case information you entered
matches another case created by you or another E-Verify user of this
employer. A duplicate case alert can occur for several reasons. It does not
necessarily mean that your case should be closed.

If you receive a new duplicate case alert, you must close all open duplicate
cases created for this employee before either this or another case can
proceed:

e Select Review and Manage Duplicate Cases to see a list of all duplicate
cases (open and closed).

e To close an individual case, click Close Case.

e Select Cancel if you wish to completely discontinue with this case that
you have started. Nothing will be saved).

e To continue with a previously created open duplicate case, click
Continue Case.

e If you decide to continue processing a duplicate case listed in this alert,
you must select a reason for continuing a duplicate case. Bottom of
Form

Duplicate Cose Found
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Enter Form 1-9 Information - Check Information

n some cases, after you enter the employee’s Form 1-9

tinue, the next screen | S oo e

asks you to check the employee's information befo

To complete this
9. The

After this information is verified and/or corrected, click ‘Continue.

NOTE: I you think you have made an error or no longer need to continue the verification process, you can close any case by clicking 'Close Case.

Lesson2 Page of 18

Enter Form I-9 Information — Review Case

In some cases, after you enter the employee's Form I-9 information and
click Continue, the Review Case screen asks you to check the employee's
information before E-Verify provides an initial case result.

To complete this step, you must ensure that the information you entered
in E-Verify matches the employee's Form I-9.

e You can change information before receiving case results by clicking
Edit Case Details;

e After this information is verified or corrected, click Submit Case;

e If you need more time, click Save and Exit; or

e If you think you have made an error or no longer need to continue with
a case, click Close Case and the case will automatically close without
being submitted.
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Enter Form I-9 Information - Error: Unexpired Document Required

i an expired U.S. Passport, Passport Card or driver's license was entered, E-Verify will display the ‘Error:
Unexpired Document Required screen. This means that £-Verify has NOT created a case for this employee
you must cbtain an unexpired document for Form -8 and re-enter the case.

To start a new case, click ‘New Case’ and enter the employee’s unexpired Form I-8 document information

IMPORTANT: An expired document presented for Form 18 does NOT mean that the emplayee is not authorized to work in the United States. First,
obtain an unexpired document and then re-enter the case in E-Verify. Then, E-Verify will verify the employment eligibility of this smployee.

FVorlly e coxs pepor e © oo v Enter Form I-9 Information — E-Verify Photo Matching
Enter Form I-9 Information - Photo Matching In some cases, E-Verify prompts you to compare the photo on an
s o i s SRl 34 S 9 it ARG ' employee's Form I-9 photo document with a photo displayed on the E-
Verify screen. This helps you ensure that the document provided matches
government official records.

records.

The photo matching step happens sutomatically. This may occur when an employee presents  U.S. Passport
or Passport Card, Permanent Resident Card (Form I-551) or an Employment Authorization Document (Form
766) for Form 1-9 completion.

The photo matching step happens automatically when an employee

[ e [ towan 1128 presents a U.S. Passport or Passport Card, Permanent Resident Card (Form
I-551, also known as a Green Card), or an Employment Authorization
Document (Form I-766) for Form I-9 completion.
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Tutorial

Enter Form I-9 Information - Photo Matching (continued)

Matching photos is easy — simply compare the photo shown in E-Verify to
the photo on the employee's Form 1-9 photo document, NOT to the
employee. The two photos should be identical.

Determine if the photos appear reasonably identical, accounting for minor
variances in shading and detail, then select:

Yes, this photo matches - The photo on the employee's actual document
or a copy matches the photo displayed by E-Verify. Clothing, hair style,
facing direction and appearance on the card should be identical to the
photo displayed by E-Verify.

No, this photo does not match - The photo on the employee's actual
document or a copy does not match the photo displayed in E-Verify.

OR

No photo displayed - No photo was displayed for the E-Verify user to
compare with the employee’s document provided. You should select this
option when E-Verify either displays no photo or it displays an image of
something other than a photo of a person, such as an image of a
document.

Then, click Continue to Case Results.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more
information.

gzt A, ke S ihiasald Verification Process - Initial Verification Case Results Overview

Initial Verification Results

After you enter Form I-9 information into E-Verify and submit the
information to create the case, E-Verify promptly provides you an initial
case result. An initial case result is the first, and sometimes final, case
result provided by E-Verify.

An overview of the initial case results is listed in the table below.
el - RN Initial Case Results | Overview



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching

Employment Authorized The employee's information matched
official government records. Case will
automatically close. No action

needed.
Tentative Nonconfirmation | Information does not initially match
(Mismatch) official government records.

Additional action is required.

E-Verify Needs More Time | DHS cannot verify the data and needs
more time. This case is referred to
DHS for further action. No action is
required until further notice from E-
Verify.

Each case result is unique and may or may not require additional action by
you and/or the employee. Additional information on initial case results and
next steps are addressed throughout this tutorial.

E Verify - [

_ Verification Process — Final Case Results Overview

Employment Authorized

A final case result means that the case is ready to be closed. You must
close a case to complete the E-Verify process.

An overview of the final case results is listed in the table below.

Final Case Results Overview

The employee's information matched with
official records. Case will automatically close.
No action needed.

Employment
Authorized

DHS and/or SSA E-Verify cannot verify an employee's
Final employment eligibility. You may close the
Nonconfirmation |[case.

This case cannot continue because the
expiration date entered for the employee's
U.S. Passport, Passport Card or driver's license
is incorrect. Close the case in E-Verify and
create a new case.

Close Case and
Resubmit

Each case result is unique and may or may not require additional action by
you. Additional information on final case results and next steps are
addressed throughout this tutorial.




Employment Authorized - Request Name Review

Inarestuations, Vet sues acase result of Employment Authorized bu: the rame proded on
thecase resul does not matchvwth te name csplayed inEVerly. Tnis happens when the nfonation
malches bt there are namevariatonsin DHS rcords

2 emplojes E-Verfy and compare t
cislyed inthe cise el onth e crenfthe name dipljed i BV s difrentrom e
e Gsplayednthe case rslt Jou MUstclck Request Name R s subii coment and
05 il review the case.
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Tentattve Nonconfirmation (THC) The Tentative Nonconfirmation (mismatch) process can be simple;

however, it requires action by you and the employee.

Employers must complete the following steps in E-Verify within 10 federal

government working days after issuance of the mismatch result:

e Notify your employee of their mismatch result as soon as possible
within the 10 days.

[ et e Download the Further Action Notice.

e Give your employee a copy of the Further Action Notice.

e Review the Further Action Notice with your employee in private and
have them confirm whether the information listed is correct.

e If the information is incorrect, select the statement indicating the
information was not correct and close the case. After the case is
closed, create a new case for your employee with the correct
information.

e If the information is correct, tell your employee they have 10 days from
issuance of the mismatch to notify you whether they will take action to
resolve the mismatch.

e Referthe case if your employee tells you they will take action to
resolve the mismatch and refer the case to DHS and/or SSA.

e If your employee does not give you their decision by the end of the
10th federal government working day after E-Verify issued the
mismatch, then you close the case.

Review the E-Verify User Manual, 3.3 Tentative Nonconfirmation
(Mismatch) for more information.



https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
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DHSs Verification in Process

Delete — now covered on Verification Process - Initial Verification Case
Results Overview slide

u Dl lewon age el 18
iz ailioe 9 = Summary

Summary
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Congratulations! You have completed Lesson 2 of the E-Verify Program
Administrator Tutorial for Federal Contractors. You should now be able to:

e Recognize the E-Verify home page

e Use Form I-9 information to create an employment eligibility case
in E-Verify

e Recognize initial case results.
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Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results - Overview

SSA and DHS Tentative Nonconfirmation

Review and Update Employee Data
DHS Verification in Process
SSA/DHS Case in Continuance

Current Updated Content Updated Image
Lesson 3: Interim Case Results
Interim Case Results

Lesson 3: Interim Case Results
Interim Case Results
Interim Case Results-Overview

SSA and DHS Tentative Nonconfirmation

Review and Update Employee Data

DHS Verification in Process
SSA/DHS Case in Continuance

Review Lesson 3

Interim Case Results - Overview

DHS and SSA Tentative Nonconfirmation (Mismatch)
E-Verify Needs More Time

DHS or SSA Case in Continuance

{Review Lesson 3}
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Interim Case Results

Welcome to Lesson 3 of the E

ogram Administrator Tuterial for Federal Contractors. In this lesson,

you willlearn about the listed below:

Interim Case Results

Welcome to Lesson 3 of the E-Verify Program Administrator Tutorial for
Federal Contractors. In this lesson, you will learn about these E-Verify
topics:

e Interim Case Results

e DHS and SSA Tentative Nonconfirmation (Mismatch)
e E-Verify Needs More Time

e DHS or SSA Case in Continuance

Cames with Lipdartes

Casesiobe Chesed

EVerify Home Coses Reports  Resources “ O Emploger User

Learning Objectives
Upon completing this lesson, you should be able to:

Complete 2n SSA and DHS Tentative Nonconfirmation
Recognize interim case results
Describe E-Verify interim case results; Review and Update Employee Data, DHS Verification in Process and SSA/DHS Case in Cantinuance

Learning Objectives

Upon completing this lesson, you should be able to:

e Complete a DHS and SSA Tentative Nonconfirmation (Mismatch)

e Recognize interim case results
e Describe E-Verify interim case results:
e E-Verify Needs More Time; and
e DHS or SSA Case in Continuance
e Complete Photo Matching Process
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Interim Case Results - Overview

o :

Verification Process - Interim Verification Case Results Overview

An interim case result requires additional action before E-Verify can

provide you with a final case result.

An overview of the interim case results is listed in the table below.

Interim Case Results

Overview

DHS and/or SSA Tentative
Nonconfirmation (Mismatch)

Information did not match
official government records.
Additional action is required.

E-Verify Needs More Time

DHS could verify the data and
needs more time. This case is
referred to DHS for further
action. No action is required
until further notice from E-Verify.

DHS or SSA Case in Continuance

The employee has contacted DHS
or visited an SSA field office, but
more time is needed to
determine a final case driver's
license result. No action is
required until further notice
from E-Verify.

Each case result is unique and may or may not require additional action
by you and/or the employee. Additional information on interim case
results and next steps are addressed throughout this tutorial.
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SSA and DHS Tentative Nonconfirmation

A Department of Homeland Security (DHS) and/or Social Security
Administration (SSA) mismatch means that the employee's information
does not match official government records that E-Verify can access.

A s0cial Security Administration (SSA) or U.S. Department of Homeland Security (DHS) TNC means that
the employes's information does not match with SSA or DHS records.

A TNC does NOT necessarily mean that the employee is not authorized to work in the United States

“The table below provides possible reasons 2 TNG may occur.

Citizenship or immigration status was not updated with SSA

A mismatch does NOT necessarily mean that the employee is not
Name change was not reported to SSA . . .
ssame N, SSNordte f i et S5 o authorized to work in the United States.

SSA record contains anather type of error

Information was not entered correctly by the employer

Ko, Aumba e 64 umber s DS The table below provides some possible reasons a mismatch may occur.
ot ersfsnesiometen
ore || s DHS * Name, A-number, and/or |-94 number are
MISMATCH incorrect in DHS records , ,
e U.S. Passport, Passport Card, or information could
not be verified
E2R e e et e |D photo document differs from the photo in DHS
records
e Information was not updated in the employee's
DHS records
e (Citizenship or immigration status changed
e Record contains another type of error
e Information was not entered correctly by the
employer
SSA e (Citizenship or immigration status was not updated
MISMATCH with SSA
e Name change was not reported to SSA
e Name, SSN, or date of birth is incorrect in SSA
records
e SSArecord contains another type of error
e Information was not entered correctly by the
employer
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Tentative Nonconfirmation (TNC) - Process Overview

The TNC process can be simple; however, it requires action by you 2nd the employee

First, you notify the employee in private of the TNC case result. To do this, you print, review and sign the
Further Action Notice. This Notice documents that you notified the employee of the TNC and must be kepton |1
file with Form 1-9.

The next step s driven by the employees choice to

CONTEST - take actiors or,

NOT CONTEST - not take action

If the employee chooses to contest, then you refer him or her to either SSA or DHS, The Further Action Notice
provides adcitional instruction to you and the employee on next steps.

After the employee is notified and referred, E-Verify provides you an updated case result within 10 Federal
Government working days.

The next screens walk you through the TNC process in detail,
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Mismatch — Process Overview

The mismatch process can be simple; however, it requires action by you
and the employee.

Employers must complete the following steps in E-Verify within 10 federal
government working days after issuance of the mismatch result:

e Notify your employee of their mismatch result as soon as possible
within the 10 federal government working days.

e Give your employee a copy of the Further Action Notice.

e Review the Further Action Notice with your employee in private and
have them confirm whether the information listed at the top is
correct.

e If the information is incorrect, close the case and select the statement
indicating the information was not correct. After the case is closed,
create a new case for your employee with the correct information.

e If the information is correct, the employee will decide whether to take
action on the mismatch. Tell your employee they have 10 federal
government working days from issuance of the mismatch to notify
you whether they will take action to resolve the mismatch.

e If your employee does not give you their decision by the end of the
10th federal government working day after E-Verify issued the
mismatch, then you close the case.

The next screens walk you through the mismatch process in detail.

E Verify ® Cose:. ‘Puporic  Resouser ¥ © Emplouer e

Begin the TNC Process

Wihen E-verify provides a case result of SSA or DHS Tentative Nonconfirmation (TNC), yau
start the TNE proc cation result page.

e -~ S

Enesesnen eiapiny:

when you dlick ‘Continue’ from the v

The next scraens take y h the steps listed beiow:

Netify Employee
Confirrm Emy

Refer Emplayee or Close Case
Chack for Case Status Updates

IMPORTANT: & TNC cloes NOT necessanily mean that the smployes is not authanzed 1o work in the United States. You MUST provide the employee
the opportunity to contest 2 TNC, You may not take adverse action against 2n employes because of the TNG or while the employes's case is
pending
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Mismatch - Begin Mismatch Process

If E-Verify provides a case result of DHS and/or SSA mismatch, you will
begin the mismatch process. The next screens take you through the steps
listed below:

e Notify Employee of Mismatch

e Confirm Employee Decision

e Refer Employee or Close Case

e Check for Case Status Updates

IMPORTANT: A mismatch does NOT necessarily mean that the employee
is not authorized to work in the United States. You MUST provide the

C C
="
LY ]




employee the opportunity to take action to resolve the mismatch.
Employers may not terminate, suspend, delay training, withhold or lower
pay, or take any other adverse action against an employee because of the
mismatch, until the mismatch becomes a Final Nonconfirmation.

EVerify Home Cases  Repor Resources @ Employer User v

Notify the Employee of the TNC - Further Action Notice
The first step is to notify the employee of 2 TNC as soon as possible.
Te natify the employee, follow the steps listed below:

Select a language to print the Further Action Netice and dick ‘Brint Notice.

Review the Further Action Notice privately with the employee.

ndicate that the employee has been notified by selecting the check box ' have notified this
employee of the THC,

NOTE: A sample of the Further Action Notice is available any time you log into E-Verify under “View Essential Resources; accessible on your user
home page.
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Mismatch - Notify the Employee of the Mismatch and provide the
Further Action Notice

The first step is to notify your employee of their mismatch result as soon
as possible within the 10 federal government working days.

To notify the employee, follow these steps:

e Select a language to print the Further Action Notice and click
Download Further Action Notice.
e Review the Further Action Notice privately with the employee.

NOTE: A sample of the Further Action Notice is available any time you log
into E-Verify under View Essential Resources, accessible on your user
home page.

EVerify Home  Cases  Reports  Resources v [ YE——

Confirm Employee Decision

The next step is to confirm the employee’s decision ta contest or not contest the TNC

The employee chooses to contest or not contest the case result and acknowledges this decision on the
Further Action Notice.

To confirm the employee’s decision:

Have the employee indicate on the Further Action Notice whether he or she will contest or not

contest the TNC

Ensure that you and the employee sign and date the English version of the Further Action
Notice,

Give the employee a copy of the signed Further Action Notice in English and attach the original
to the employee's Form I-2.

If your employee chooses to not contest the TNC and take no further action, then you can close the

case and employment can be terminated with no civil or criminal liability as noted in Article Il Section €

- Responsibilities of the Employer (=6 in the Memorandum of Understanding (MOU)

A sample of the Further Action Notice is available in 'View Essential Resources.’
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Mismatch — Confirm Employee Decision

The next step is to confirm the employee's decision to take action to
resolve the mismatch or not take action to resolve the mismatch.

The employee chooses whether they will take action or not to resolve the
mismatch and acknowledges this decision on the Further Action Notice.

To confirm the employee's decision:

e Have the employee indicate on the Further Action Notice whether
they will take action to resolve the mismatch or not.

e Ensure that you and the employee sign and date the English version
of the Further Action Notice.

e Give the employee a copy of the signed Further Action Notice in
English and attach the original to the employee's Form I-9.

e If the employee chooses to take action to resolve the mismatch, give
the employee the Referral Date Confirmation. The Referral Date
Confirmation provides the date by which the employee must call DHS




and/or visit SSA. The employee should bring the Further Action Notice
when they visit a SSA field office.

e If your employee chooses to not take action to resolve the mismatch
or does not give you their decision by the end of the 10th federal
government working day after E-Verify issued the mismatch, then you
close the case and may terminate the employee.

A sample of the Further Action Notice is available in View Essential
Resources.

EVerify Home Coses  Repo esources v
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Refer Employee or Close Case
An employee that chooses to contest a TNC must be referred to SSA or DHS.
If the employee chooses to:

CONTEST: He or she chooses to take the action to visit an SSA field office or contact DHS
within 8 Federal Government working days.

Click ‘Refer Case.

This starts the 8 Federal Govermment working days that the employee has to visit an SSA field
office o contact DHS.

NOT CONTEST: He or she acknowledges that the employer may terminate employment

Click ‘Close Case.’

IMPORTANT: Employers may NOT take adverse action against an employee because of the TNC while he or she is contesting the TNC and the case

is pending

In some cases, when you refer the case, £-Verify will prompt you to provide 2 copy of the employee's photo document. This is discussed on the next

screen.
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Mismatch — Refer Employee or Close Case

e Ask the employee if they will choose to take action to resolve the
error and correct the data mismatch or not and indicate their choice.

o The employee chooses to take action to resolve this case.
o The employee chooses not to take action to resolve this case.

e Indicate the employee’s decision below:

o The employee will take action to resolve this E-Verify case.
The employee understands that action must be taken by
{date will auto populate}.

o The employee will not take action to resolve the case. The
employee understands that this cannot be undone and
choosing not to take action could result in termination of
employment.

o The information entered was not correct. | am choosing to
close this case.

e Click Continue or Save & Exit.
IMPORTANT: In some cases, when you refer the case, E-Verify will prompt

you to provide a copy of the employee's photo document. This is
discussed on the next slides.
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Submit Copy of Photo Documents

-9 photo docur
of the employee!

with the photo displayed in
'm -9 photo document to DHS.

Attach and submit Copy of Employee's Document
OR
Mail Pager Copy

Select ho
Additional det

IMPORTANT:
carrier of their
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E-Verify Photo Matching Overview

E-Verify photo matching will prompt the E-Verify user to compare the
employee’s photo document with a photo displayed during creation of
the E-Verify case. This helps ensure that the document the employee
provided for Form |-9 matches records available to DHS.

The four List A documents that will trigger photo matching are:

e U.S. passport;

e U.S. passport card;

e Permanent Resident Card (Form |-551); and

e Employment Authorization Document (Form 1-766).

When the employee presents one of these documents, employers must
copy the front and back of the document (or in the case of a U.S.
passport, copy the Passport ID screen and the Passport Barcode page) and
retain the copies with Form I-9.

E-Verify Photo Matching — Process

E-Verify Photo Matching — Process

To match photos, compare the photo displayed by E-Verify to the photo
on the employee’s actual document, or a copy of the employee’s
document, and determine if the photos are reasonably identical. The
photos should be identical with only minor variations in shading and
detail based upon the age and wear of the employee’s document and the
quality of your computer monitor.

Do not compare the photo displayed by E-Verify to the actual employee.
Employers should have directly compared the photo on the document to
the employee during Form I-9 completion and prior to creating the E-
Verify case. Photo Matching - Process Overview provides a summary.

E-Verify Photo Matching — Review Case

E-Verify Photo Matching — Review Case

You will be asked if the photo displayed in E-Verify matches the photo
displayed on the employee’s document. You will check the appropriate
answer:



https://www.e-verify.gov/employers/verification-process/photo-matching

e Yes, this photo matches - The photo on the employee's actual
document or copy of the document matches the photo displayed by
E-Verify. Clothing, hair style, facing direction and appearance on the
card should be identical to the photo displayed by E-Verify;

* No, this photo does not match - The photo on the employee's actual
document or copy of the document does not match the photo
displayed in E-Verify; or

¢ No photo displayed - No photo was displayed for the E-Verify user to
compare with the employee’s document provided. This option should
be selected when E-Verify either displays no photo or it displays an
image of something other than a photo of a person, such as an image
of a document.

E-Verify Photo Matching — Review Case

E-Verify Photo Matching — Case Results

e For most documents presented, E-Verify requests an image of both
the front and back. If the document is a U.S. passport or passport
card, E-Verify will request an image of the Passport ID screen and the
Passport Barcode page.

e If you select No, this photo does not match or No photo displayed, E-
Verify prompts you to upload a photo of your employee’s document
and click Continue.

e If you do not make a selection and click Continue to Case Results, the
case will receive a status of Photo Matching Required. See Section 4.2
Case Alerts and View/Search Cases for guidance on how to search for
and view existing cases in E-Verify. If you select Save & Exit, any
uploaded documents will not be saved and must be uploaded again.

Click Continue or SAVE & EXxit.

Each case result requires different actions or steps to continue or close
the case. These actions are outlined in each case result section
throughout this manual.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more
information.



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
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Referred Employee

IMPORTANT: The employee must present a copy of the signed Further Action Notice 16 SSA i e or she chooses 10 visit an $5A field ofice
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Mismatch — Referred Employee

Once the employee has chosen to take action to resolve the case and you
indicate the employee will take action to resolve this E-Verify case, print
the Referral Date Confirmation and provide it to the employee.

The Referral Date Confirmation informs the employee that the case is
referred and provides the employee the date by which they must contact
DHS and/or visit an SSA field office.

IMPORTANT: The employee must present a copy of the signed Further
Action Notice to SSA if they choose to visit an SSA field office.

E Verify PAS—

TNC Process Summary

YOUR ACTION
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Mismatch Process Summary

Below is a summary of actions required of you and the employee during
the mismatch process.

YOUR ACTION

e  Notify your employee of their mismatch result as soon as
possible within the 10 days in private.

e  Confirm employee's choice to take action to resolve the
case or not.

e Instruct employee to sign and date Further Action Notice.

e Keep original signed Further Action Notice on file
with Form I-9.

e If employee chooses to take action to resolve the case,
refer employee.

e  Print the Referral Date Confirmation and provide it to the
employee.

e If prompted, attach and upload a copy of employee's Form
I-9 photo document (front and back) to E-Verify.

e If your employee does not give you their decision by the
end of the 10th federal government working day after E-
Verify issued the mismatch, then you close the case and
may terminate the employee.

THE EMPLOYEE'S ACTION




e Decide to take action or not to resolve their mismatch
within 10 days of issuance and indicate decision on Further
Action Notice.

e Acknowledge receipt of mismatch by signing and dating the
Further Action Notice.

e Take next action based on decision to take action to resolve
case or not.

e If the employee decides to take action to resolve the
mismatch, contact DHS or visit an SSA field office with a
copy of the Further Action Notice within 8 federal

government working days
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Tutorial

Check for Case Status Updates

call for a change in case result. Your next step is determined by the case result
provided.

You may NOT ask the employee for addit vidence or confirmation that SSA or DHS ress

NOTE: You can search for the case using ‘Search Cases on the left navigation menu.

Mismatch - Check for Case Status Updates

Once you inform the employee that the case is referred, you have
completed the mismatch process.

Check E-Verify periodically for a change in case result. Your next step is
determined by the case result provided.

You may NOT ask the employee for additional evidence or confirmation
that DHS and/or SSA resolved their case.

NOTE: You can search for the case from the Cases menu or by selecting
Search Cases on the account home page.

EVerify Home Cases  Reports @ Emploger User

Review and Update Employee Data

E-Verify provides 2 case result of ‘Review and Update Employee Data’ when SSA finds 2 discrepancy in
the information from an E-Verify referral,

*Review and Update Employee Data happens because of typographical errors andjor incarrect
information provided on Form I-S =0 e - ‘

This requires that you review the information the employee completed on Form -8 with the employee,
correct any errors and click ‘Continue,

Check £-Verify periodically for a change in case result. E-Verify informs you of a change of status
through Case Alerts on your user home page. Your next step is determined by the case result provided

Delete OBE
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DHS Verification in Process

A case result of "DHS Verification in Process' is both an initial and interim case result and
does not require action by you. E-Verify automatically sends this case to DHS for further
verification

DHS respons within 3 Federal Government working days with an updated case result
through Case Alerts on your E-Verify user home page.

Check E-Verify periodically for 2 change in case result. Your next step is determined by the
case result provided.
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E-Verify Case Result - E-Verify Needs More Time

A case result of E-Verify Needs More Time is both an initial and interim
case result and does not require action by you.

DHS could not immediately verify the data and needs more time. E-
Verify automatically sends this case to DHS for further action. No action is
required until further notice from E-Verify.

DHS usually responds within 3 federal government working days with an
updated case result through Case Alerts on your E-Verify user home
screen.

Check E-Verify periodically for a change in case result. Your next step is
determined by the case result provided.

E Verify ne Coses Reporis  Fesouwces ¥ © s User v

SSA/DHS Case in Continuance

Verty Employes e St

IMPORTANT: You c:
employes's case s pend
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E-Verify Case Result - DHS or SSA Case In Continuance

A DHS and/or SSA Case in Continuance means that the employee has
contacted DHS and/or visited a SSA field office, but more time is needed
to determine a final case result.

The reason DHS and/or SSA needs more time varies with each situation. E-
Verify provides a case result update through Case Alerts on your user
home screen.

Check E-Verify periodically for a change in case result. Your next step is
determined by the case result provided.

IMPORTANT: You may not terminate, suspend, delay training, withhold or
lower pay, or take any other adverse action against an employee because
of the mismatch or because the employee’s case is pending with DHS
and/or SSA, until the mismatch becomes a Final Nonconfirmation.
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Summary

Congratulations! You have completed Lesson 3 of the E-Verify Program Administrator Tutorial for Federal
Contractors. You should now be able to:

Complete an 55A and DHS Tentative Nonconfirmation

Recognize interim case results

Describe E-Verify interim case results: Review and Update Employee Data, DHS Verification in Process
and SSA/DHS Case in Continuance

Complete Lesson [ESUJREEL) Lesson 3 Page 170f 17

Summary

Congratulations! You have completed Lesson 3 of the E-Verify Program
Administrator Tutorial for Federal Contractors. You should now be able
to:

e Complete an DHS and SSA Tentative Nonconfirmation (Mismatch)
e Recognize interim case results
e Describe E-Verify interim case results:
o E-Verify Needs More Time; and
o DHS and SSA Case in Continuance
e Photo Matching Process
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Lesson 4: Complete the
Verification Process

Complete the Verification Process

Final Case Results
Close Case

Case Alerts

Current

Update

Image

& LESSON COMPLETED

Lesson 4: Complete the
Verification Process

Complete the Verification Process

Einal Case Resulis
Close Case

Case Alerts

Lesson 4: Complete the Verification Process
e Complete the Verification Process
e Final Case Results
e C(Close Case
e Case Alerts

E Verify . ~ 0 -

Complete the Verification Process

Lesson 4 of the E-Verify Program Administrator Tutarial for Federal Contractors. In this lessen,
il leam about the E-Verify topics listed below:

R oo Lessans Fuge 10613

Complete the Verification Process

Welcome to Lesson 4 of the E-Verify Program Administrator Tutorial for Federal
Contractors In this lesson, you will learn about:

e Final Case Results
o C(Close Case
e (Case Alerts
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Learning Objectives

Learning Objectives
Upon completing this lesson, you should be able to:
e Recognize final case results

e Complete the verification process
e Identify each case alert

E Verify . - o -

Final Case Results

ult means that the case i ready to be closed. You must close every case to complete the

- Lot P33

Final Case Results

A final case result means that the case is ready to be closed. You must close every
case to complete the E-Verify process.

Final case results include:

e Employment Authorized

e DHS Final Nonconfirmation
e SSA Final Nonconfirmation

e (Close Case and Resubmit

The next screens discuss each case result in detail.




. Final Case Result - Employment Authorized

Employment Authorized is the most common initial case result; it is also a final
case result. It means that the employee's information matches with DHS and/or
SSA records. It's that easy!

Your next step is to record the E-Verify case number on the employee's Form I-9
and/or print a copy of the case details and file them with the employee's Form
I-9.

E-Verify automatically closes cases that result in Employment Authorized.

Lesson 4 discusses the steps required to close a case.

EVerify « Repots  Resouces v O Eroloyer User v

Employment Authorized

dt is the most common nitialcase resclt; it s also a final case result. 1t means
with DHS and/or S5 records. It that easy!

Your nest step is to

= ion number on the employee’s Form -9 andjor print a capy
of the case details ar

om .

Then, simply close the case in E-Verif! After you close the case, you have completed the verification

process:
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SSA/DHS Final Nonconfirmation

REMINDER: vou may not ask the empleyes for acaitions] evidence or confimaion that S5 or D5 resoived his of her case

Final Case Result - DHS or SSA Final Nonconfirmation

A DHS or SSA Final Nonconfirmation case result means that E-Verify cannot verify
an employee's employment eligibility. If the employee chose to try to resolve a
mismatch, it can also mean that the employee did not contact DHS or visit an SSA
field office within 8 federal government working days.

You may terminate employment based on a case result of DHS or SSA Final
Nonconfirmation.

The next step is to close the case in E-Verify. After you close the case, you have
completed the verification process.

REMINDER: You may not ask the employee for additional evidence or

B ety

@ m ExitLosson Lessond Page 3013 ) . -
confirmation that DHS or SSA resolved their case.
BVorlly  ire e s feons v 8 s v Delete OBE
DHS No Show

AD Show” means that the empicyee did not contact DHS within the 8 Federal Government working

days and,therefore, E-verify cannot verify the employee's employment ligiility

You may termin

criminal labilit
The next step s to close the case in &-Verify. After ed the verifcation
process.

m Exit Lesson Lessond Page i 13
— Final Case Result = Close Case and Resubmit R ——
Error: Close Case and Resubmit A case result of Close Case and Resubmit means that the expiration date entered
for the employee’s U.S. Passport, Passport Card or driver’s license is incorrect.
A new case must be created for this employee. To do this, close the case and [ |

create a new case for this employee.

This does not mean that the employee is not authorized to work. E-Verify will
verify the employment eligibility of this employee once you create a new case.

&0
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Close Case

Closing a case is the Last step in the venfication process. To ciose  case, first dlick
Tl o

ate if the er

g for your company by selecting "Ves' or ‘Ner

Close Case

Closing a case is the last step in the E-Verify process. To close a case, first click
Close Case and then follow these steps:

I Tt T o e 1 g s e Select the statement indicating whether or not you will continue to employ

e S g A ol S o O this individual.

e e e If you select the option indicating you will continue to employee this
% individual, you must provide the reason why. Type the reason in the text box
WOTE: cas ca b dose ey tme b sty ccing o o and cloving the g v provided.

e If you select the option indicating that neither of the above applies and you
R oo I are closing this case for a different reason, you must select the reason you
are closing the case.
e If Other is selected as the reason, you must type the reason in the text box
provided.
e After you've typed a reason, click Close Case.
E-Verify displays an alert indicating the case was successfully closed.
e Click View/Print Case Details, then either record the number or print the
screen to retain with the employee’s Form 1-9.
e Click Create New Case to create a new case or click Continue to be redirected
to view all your cases.
ey o S e Case Alerts
Case Alerts

home page. This feature i designed to bring

n discusses each Case

Case alert boxes with important information about your cases appear under the
welcome banner:

Cases to be Closed

Cases with Updates

Cases with Expiring Authorization Docs
Recently Auto-Closed Cases

To view the updates, click the blue box in each case alert.

The next screen discusses each case alert in detail.
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Case Alerts - Cases with New Updates

Jertis 2 quick link to al

Case Alert - Cases to be Closed

Any case created in E-Verify and assigned an E-Verify case number must be
closed.

The Cases to be Closed case alert provides quick access to all cases that need to
be closed.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security
Number, Driver’s License Number, I-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

Case Alert — Cases With Updates

The Cases with Updates case alerts provides quick access to all open cases that
have had a change in case result.

All interim cases must be closed. This case alert is an easy way to manage these
cases.

Each case status is highlighted and you can click Continue Case button to
resume.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security
Number, Driver’s License Number, I-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.
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Case Alerts - Work Authorization Docs Expiring

The Werk Aut
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Case Alert — Cases With Expiring Authorization Docs

This case alert is a notification that an employee's Employment Authorization
Document (Form |-766) or Arrival/Departure Record (Form 1-94) is expiring and
reminds you to re-verify the employee by updating Section 3 of Form 1-9. The
employee cannot be re-verified in E-Verify.

This is simply a reminder; no action is required in E-Verify. You can dismiss each

[ alert by selecting Dismiss Alert.

This alert will only appear if the document the employee presented for the

original E-Verify case was either an Employment Authorization Document (Form

I-766) or an Arrival/Departure Record (Form 1-94).

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security
Number, Driver’s License Number, I-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

New Slide Case Alert - Recently Auto—Closed Cases

The Recently Auto-Closed Cases case alert provides quick access to all cases that

were automatically closed after receiving an Employment Authorized result.

This is notification your case was closed. Be sure to record the case information

as required on Form |-9 or print the case details page.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social Security,
Driver’s License Number, 1-94 Number or Passport Number

e Click Show Filters to filter by Case Status, Submission Date (From) and
Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of Employment

e Option to view up to 50 cases per page-




You can also click Create New Case from this screen.
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Summary

Summary

Congratulations! You have completed Lesson 4 of the E-Verify Program
Administrator Tutorial for Federal Contractors. You should now be able to:
e Recognize final case results

e Complete the verification process

e Identify each case alert
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Program Administrator Account Administration

Program Administrator Tutorial for Federal Contractors. In this lessan

welcome to Lesson § of the £
y pics listed below

jou will learn about the E-Verity t

Overi Roles

Create 2 Fassword
Navigation Menu
Manage My Company

Reports

E-Verify Program Administrator Account Administration

Welcome to Lesson 5 of the E-Verify Program Administrator Tutorial
for Federal Contractors. In this lesson, you will learn about:

e Overview of User Roles
e C(Create a Password

. .
e st Navigation Menu
e Manage Company
e Reports
E Verify . Coms P — O Ercou her

Tutorial

Learning Objectives

Learning Objectives

Upon completing this lesson, you should be able to:

e Understand the role of program administrators in support of your
company's users

e Recognize requirements to create a password

e Use your navigation menu

e Manage the information in Company Account

E Verify . Com Am 0 troce e v

Overview of User Roles

Autar role cetarmines the functions and permissions you have when yous og into £-Verity: Thare are 2 user
roles:

[ e O Lenons Fagedcf 25

Overview of User Roles

A user role determines the functions and permissions you have when
you log into E-Verify. There are 2 user roles:

e General User
e Program Administrator

Coea with Eaparing
Aythorization Docs

(]

Pacmntly Aic-
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Program Administrator

Program Administrator

You are registered as a program administrator. Every E-Verify
participant is required to have at least one program administrator.

As a program administrator, you:
e Create and manage cases in E-Verify
e Add and delete user accounts

= e Oversee cases created by the company's or entity’s users

o Create reports

e Update company profile information, including company Points of
Contact

e Unlock passwords for your company's user(s)

This lesson provides additional detail on how to perform the functions

listed above.

EVerify . G P S o

Create a Password

The first

Example: 1Lk

IMPORTANT:
change your password immedia

=l - s st

Program Administrator - Create a Password

The first time you log in to E-Verify, you are prompted to change your
password.

Passwords are case-sensitive, different from the assigned user ID, and

have the password requirements below to create a new password.

e Atleast1 letter

e Atleast 1 number, not as the first or last character

e Atleast 1 special character from the following ' @ S % * () ? :; {}
ro~

e Does not contain an invalid special character

e Not identical to the User ID

e Password length between 8 and 14 characters

e No more than two consecutive characters from the prior
password.

Example: ILIkeH20

IMPORTANT:

e If you think your password has been compromised, you must
change your password immediately. To change your password,
access the user profile options from the drop-down menu under
your username in the top right corner of the account.
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Create a Password (continued)

-]

IMPORTANT: Passwords should NEVER be shared. Every E-Verify user must have 8 user 1D and password.

Lessons Fage 6o/23

Program Administrator — Password Hints
Password should not:

e Contain any dictionary word

e Contain any proper noun or the name of any person, pet, child, or
fictional character, nor any employee ID number, Social Security
number, birth date, phone number or any information that could
be readily guessed about the creator of the password

e Contain any simple pattern of letters or numbers, such as
“gwerty” or “xyz123”

e Contain any word, noun, or name spelled backwards.

IMPORTANT: You should NEVER share your password. Every E-
Verify user must have their own unique user ID and password.
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Tutorial

Password Help

INOTE: & 2 Program Administrator, it is important to know that your General Users contact you te unlock thes

Lesson's Fage 7 cf25

Program Administrator — Password Help

If you try to log in with an incorrect password three consecutive times,
E-Verify will lock you out.

o Ifyou are locked out, first try to change your password
using the link Forgot Password on the user log in screen.

o If you are unable to change your password with Forgot
Password link, contact another program administrator in
your company or entity.

e Each user must create password challenge questions.

o You will need to correctly answer these questions to reset

your password, if you ever forget it.

Important:

e E-Verify will prompt you to change your password every 90 days.

e To comply with federal security guidelines, USCIS is required to
deactivate any user ID that has not been accessed within the past
270 days. A deactivated user ID will not affect the status of your E-
Verify account.

Note:

e Each user must have their own user ID and password to access E-
Verify and may not share their user ID or password with others.

e You are responsible for any activity associated with your user ID
and password.

Program Administrator E-Verify Home Page - Navigation Menu

Each time you log in to E-Verify you will see a Welcome Back banner
with your name and company, or entity listed.

Case alert boxes with important information about your cases are
under the welcome banner, including Cases to be Closed, Cases with
Updates, Cases with Expiring Authorization Docs and Recently Auto-
Closed Cases.

Convenient quick links in gray boxes are directly below the case alert
boxes, including Create New Case, Search Cases, View Resources and
Contact Us.




Below the quick links, you will find the E-Verify News section that
keeps you up to date on the latest and greatest with E-Verify.

The next slides will help you become familiar with the links found on
your user home page.

Everty v * :

Program Admiénistrator - Navigation Men (continued)

HEEH

Navigation Menu - Links Above the Welcome Banner

The links above the welcome banner include:

Link Function
Home e Employer User Home Page
Cases e Search
e Create New Cases
Reports e Run Reports
Resources | e View Essential Resources
e Take Tutorial
e View User Manual
e E-Verify News
e Contact Us
Account e Company Account
Options e User Account

Log Out

Navigation Menu — Case Alert Boxes

Case Alerts Boxes are located below the welcome banner:

Link Function

Case Alert e The Case Alert boxes bring attention to cases
that need action or provide important
information regarding your cases.

Cases to be e Any case created in E-Verify and assigned an E-

Closed Verify case number must eventually be closed.

e The Cases to be Closed Case Alert provides

quick access to all cases that need to be closed.

Cases with e All open cases that have had a change in case

Updates result. All cases must eventually be closed. This

case alert is an easy way to manage these
cases.




e Click Continue Case to take action.

Cases with e This is simply a reminder; no action is required

Expiring Doc in E-Verify.

e This alert will only appear if the document the
employee presented for the original E-
Verify case was either an Employment
Authorization Document (Form I-766) or an
Arrival/Departure Record (Form [-94).

Recently e Notification of the cases that were
Auto-Closed automatically closed.
Cases e This is notification your case was closed. Be

sure to record the E-Verify case number as
required on Form |-9 or print the case details

page and attach it to the Form I-9.

Navigation Menu — Quick Links and E-Verify News

Quick Links and E-Verify News are located below the Case Alert Boxes:

Quick Links Function

Crete New Case e Create new E-Verify cases

Search Cases e Search Cases

View Resources e Access E-Verify Resources

Contact Us e Contact E-Verify

E-Verify News e Stay up to date with the latest E-Verify
News

Manage My Company

g8 impsru nformaricn seut y0ur ComEARy 383 RS wiTh the

Program Administrator — Manage Company Account

As a program administrator, you manage important information about
your company, or entity, and users with the Company Account
navigation feature. This feature includes:

e Company Profile

e Manager Users

e Close Company Account

The next screens provide additional information.

Welcome back, Employer!




Edit Company Profile

Manage Company Account — Edit Company Profile

The Company Profile screen allows you to view and/or edit the current
information entered when your company, or entity, enrolled in E-
Verify.

To edit the information on this page, simply click the edit option under
the section you wish to modify:

e Edit Company Information
e Edit Employer Category

e Edit Company Addresses

e Edit Hiring Sites

To view your MOU, click View Current MOU.

E verify

Edit Company Profile (continued)

Manage Company Account — Edit Company Profile Fields Table

On your company information page, you can update any of the fields

outlined in the table below:

FIELD NAME

DESCRIPTION

Company Name

Company/entity enrolled in E-Verify.

Doing Business As
(DBA) Name

The Doing Business As (DBA) Name is the
name under which a company/entity
operates. The DBA is visible to the public,
but is not the legal, registered name of
that organization.

Employer Identification
Number (EIN)

An Employer Identification Number (EIN)
is also known as the Federal Tax
Identification Number and is used to
identify a business entity. An EIN is
required for an employer to enroll in E-
Verify. Employers who do not have an
EIN can apply online with the IRS to
receive an EIN immediately.

Unique Entity Identifier
(UEI)

A UEl is a 12-digit alphanumeric identifier
that is provided by SAM.gov to all entities
who register to do business with the



https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online

federal government. Learn more about
the UEI.

DUNS Number

A DUNS number is a unique, 9-digit
identifier issued and maintained by Dun
& Bradstreet that can help verify the
existence of a business entity. Learn
more about the DUNS Number.

Total Number of
Employees

Indicate total number of company/entity
employees from 1 to 10,000 and over.

NAICS Code(s)

The North American Industry
Classification System (NAICS) classifies
businesses by industry to collect, analyze,
and publish statistical data related to the
U.S. business economy. A three-digit
NAICS code is required for an employer
to enroll in E-Verify.

Employer Category

Category that best describes your
organization.

Physical Address

Location where cases are created.

Mailing Address

Company's/entity’s mailing address; if
this address is different from the physical
location, use this field to make the
necessary changes.

Number of Hiring Sites

A hiring site is the location where
employees are hired and they complete
Form I-9.



https://sam.gov/content/duns-uei
https://sam.gov/content/duns-uei
https://www.dnb.com/duns-number.html
https://www.dnb.com/duns-number.html
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Edit Company Profile - Update Company Profile

Manage Company Account — Edit Employer Category

To update company profile information as a federal contractor, follow
these steps:

From the Company Account, Company Profile screen Click Edit
Employer Category section.

From the Edit Employer Category under Which category best
describes your organization? Select the category that best
describes your organization.

Select your organization Federal Contractor type.

Select your organization Federal Contractor with FAR E-Verify
Clause type.

Select which employees your organization will verify.

Click Save to submit your modifications.

Manage Company Account — Federal Contractor Type

If you selected Institution of Higher Education, State or Local
Government, Federally Recognized Indian Tribe or Surety, the
following options will appear for your selection:

Employees assigned to a covered federal contract only: As an
Institution of Higher Education, a State or Local Government, a
Federally Recognized Indian Tribe or a Surety, you only need to
verify employees (both new and existing) assigned to a covered
federal contract. By selecting this option, you have elected to only
verify employees assigned to a federal contract as required by the
regulation.

Employees assigned to a covered federal contract and new hires
throughout the organization: As an Institution of Higher Education,
a State or Local Government, a Federally Recognized Indian Tribe
or a Surety, you are only required to verify employees assigned to
a covered federal contract. However, you have the option to verify
all of your company's or entity’s new hires in addition to those
employees assigned to a covered federal contract.

Select Next to submit your updates.
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Edit Company Profile - Update Company Profile (continued)

Manage Company Account — Decide which employees the employer
will verify.

In order, to comply with the FAR E-Verify clause, a federal contractor
must verify all new hires and existing employees assigned to the
federal contract.

Federal contractors may also opt to verify their entire workforce
with E-Verify.

You must decide which employees the employer will verify:

e All new hires and all existing employees assigned to a federal
contract: Federal contractors who select this option will be
required to verify all new hires (throughout the company or entity)
and all existing employees who are assigned to their federal
contracts.

OR

e Entire workforce (all new hires and all existing employees
throughout the entire company or entity): You should select this
option only if you wish to verify your entire workforce. By
selecting this option, you are providing notification to DHS that
you have elected to verify your entire workforce.

NOTE: If you choose Entire Workforce at the time of enrollment or
when updating your Company Information page, you must verify all
existing employees except those that are exempt from E-Verify as
described in E-Verify Supplemental Guide for Federal Contractors,
Section 3.3 found in View Essential Resources. You are not permitted
to change this decision once you begin verifying your existing
workforce.

NOTE: For more information, review the information in the E-
Verify Supplemental Guide for Federal Contractors found in View
Essential Resources.



https://www.e-verify.gov/supplemental-guide-for-federal-contractors-30-e-verify-enrollment-and-participation-as-a-federal/33
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-30-e-verify-enrollment-and-participation-as-a-federal/33
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Edit Company Profile - Point of Contact

Manage Company Account - Edit Company Profile — Point of Contact

You must have at least one person in your company or entity assigned
as a point of contact for E-Verify.

The MOU signatory will be added on your accounts during the

(o] EEW o . enrollment process as the point of contact on the E-Verify account.
To update the point of contact, follow the steps outlined in the E-
Verify User Manual found in View Essential Resources.
EVerify - L:]

Tutorial

Edit Company Profile - Update NAICS Code

Now listed on Company Profile Fields Table
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Edit Company Profile - Update NAICS Code (continued)
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Manage Company Account — Edit Hiring Sites

Edit Company Profile - Company Hiring Sites Page

As a program admininstrator, you can manage your company’s or
entity’s list of hiring sites. From Company Account, click Company

Profile.
From the Company Profile screen select Edit Hiring Sites.

Review the Total Hiring Sites section and select the hiring site to be
edited. You can review, edit or delete an existing hiring site.

Select Add Hiring Site and enter the street address, city, state, and zip
code and click Add Hiring Site to add your hiring sites one at a time.

Edit Hiring Sites




OR

Select Bulk Upload to add multiple hiring sites by uploading a file. The
bulk upload function allows you to add multiple hiring sites by
uploading a file.

For more information review the E-Verify User Manual found in View
Essential Resources.

Add New User

Manage Company Account — Manage Users

Enrolled accounts can assign their users with different permissions and
functions.

There are two types of users: Program Administrators and General
Users.

You can also create Web Services credentials that will provide
developer access to a suite of features that can integrate into
proprietary software.

To review more detailed permissions of the user roles and Web
Service access, please read more here.

When they open the drop-down menu under User Role, Web
Services Access is also an option

Manage Company Account — Enter New User Information

Enter the user information including the email address, last name, first
name and phone number and click Next.




Manage Company Account — Generate New User ID

E-Verify will automatically generate an Access ID for the user.

Users may accept the system-generated access ID or create their own.

To accept the system generated access ID, they click Submit New ID.

To create their own user ID, they delete the system generated user ID
and type a desired user ID. The user ID must be exactly eight
alphanumeric characters (letters and numbers) and is not case
sensitive.

When they are finished, click Submit New ID.

E Verify - o .

View Existing Users

Manage Company Account — Manage Users

From Company Account, click Manage Users.
The Users page allows you to manage your users’ accounts.

You can:

e Search by User ID, First and Last Name;

e Filter by User Roles and/or User Status;

e View users whose password change is required;
e Edit user information; and/or

e Delete users.

You can also add users by clicking Add User.

EVorify . L
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View Existing Users - Reset User Possword

Delete now on View Existing Users
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Close Company Account

Manage Company Account — Close Company Account

As a program administrator, you can close your company's or entity’s,
account with E-Verify.

From the Close Company Account screen:
Review the information about the company’s or entity’s account to be
closed, note the prepopulated closure (termination) request date,

provide account closure request reason and click next.

If you do not want to request closure of this account at this time, click
Cancel.

_ Commpany ALt oumt

Terminate My Company Account
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Reports

Reports

On the home page, above the welcome banner, Click Reports.
Select the report you want to create from the options available.
A description of the report is provided on the report screen.

For more information review please review the E-Verify User Manual.

E Venily L]

Run Reports

s sl gt Seabn Bl o e B

E Veerify v a i

Summary

Summary

Congratulations! You have completed Lesson 5 of the E-Verify Program

Administrator Tutorial for Federal Contractors. You should now be

able to:

e Understand the role of program administrator in support of your
company's, or entity’s, users

e Recognize requirements to create a password

e Use your left navigation menu

¢ Manage the information in Company Account



https://www.e-verify.gov/e-verify-user-manual
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Welcome to the E-Verify Tutorial

This tutorial is designed for program administrator E-Verify Employer
Agents that participate in E-Verify.

In this section, you can review any of the completed tutorial lessons or
retake the knowledge test that was required to start using E-Verify. This

tutorial covers the following topics:

Lesson 1: Introduction
Introduction

E-Verify Background and Overview
E-Verify Employer Agent Overview
Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties
Form I-9 and E-Verify

Verification Process Overview
{Review Lesson 1}

Lesson 2: Initial Verification
Initial Verification

E-Verify Home Page

Enter Form I-9 Information
Initial Verification Results
{Review Lesson 2}




Lesson 3: Interim Case Results
Interim Case Results

Interim Case Results - Overview

DHS and/or SSA mismatches
E-Verify Needs More Time

DHS and/or SSA Case in Continuance
{Review Lesson 3}

Lesson 4: Complete the Verification Process
Complete the Verification Process

Final Case Results

Close Case

Case Alerts

{Review Lesson 4}

Lesson 5: Program Administrator Account Administration
Program Administrator Account Administration

Overview of User Roles

Create a Password

Navigation Menu

Manage Clients

Manage Company

Reports

{Review Lesson 5}

Each program administrator must successfully complete the online E-
Verify tutorial before they can create or manage cases.

Lesson 1: Introduction

Introduction

Backsround and Overview
Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties

Form 1-9 and E-Ve:

Verification Process Overview

Review Lesson 1

Lesson 1: Introduction

Introduction

E-Verify Background and Overview
E-Verify Employer Agent Overview
Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties
Form I-9 and E-Verify

Verification Process Overview
{Review Lesson 1}
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Introduction

Welcome to Lesson 1 of the Program Administrator Tutorial for E-Verify Employer Agents. In this lesson, you
will learn about the E-Verify topics listed below:

Rules and Resp
Civil Rights and Civil Liberties

Form 1-9 and E-Verify
Verification Process Overview
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Introduction

Welcome to Lesson 1 of the program administrator tutorial for E-
Verify Employer Agents. In this lesson, you will learn about:

e E-Verify Background and Overview
e E-Verify Employer Agent Overview
e Privacy Statement and Guidelines
e Rules and Responsibilities

U.S. Dey y  U.S. Citizenship and Immigration Services Accessibility Plug-ins Sitemap
& e Civil Rights and Civil Liberties
e Form I-9 and E-Verify
e Verification Process Overview
EVerify Home Coses Clents Reports Resources v © trplouer Agent User v Learning objectives

Tutorial

Learning Objectives
Upon completing this lesson, you should be able to:

Describe the background and overview of E-Verify
Carry out and comply with rules, responsibilities and guidelines for protecting privacy and personal information
Recognize Civil Rights and Civil Liberties

Recognize Form I-9 procedures and how they relate to E-Verify

Recognize the verification process and case results

B3 oo Lesson 1 Page 20127
US. Department of Homeland Security - U.S. Citizenship and Immigration Services
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Accessibility Plug-ins Sitemap

Upon completing this lesson, you should be able to:

e Describe the background and overview of E-Verify and the E-Verify
employer agent

e Carry out and comply with rules, responsibilities, and guidelines for
protecting privacy and personal information

e Recognize Civil Rights and Civil Liberties

e Recognize Form I-9 procedures and how they relate to E-Verify

e Recognize the verification process and case results

E Verify Home Coses Clients Reports  Resources v @ Emploger Agent User v

Tutorial

Background and Overview

In 1996, Congress passed the lllegal Immigration Reform and Immigrant Responsibility Act (IRIRA), which required E_verify

the Social Security Administration (SSA) and U.S. Citizenship and Immigration Services (USCIS), formerly the
Immigration and Naturalization Service (INS), to initiate an employment verification pilot program,

Under the U.S. Department of Homeland Security (DHS), USCIS operates the E-Verify program, previously referred to

as the Basic Pilot Program. E-Verify implements the legal requirements of IIRIRA by allowing any U.S. employer to
electronically verify the employment eligibility of its newly hired employees.

[ exittesson Lesson 1 Page 3 0727
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E-Verify Background

In 1996, Congress passed the Illegal Immigration Reform and Immigrant
Responsibility Act (IIRIRA), which required the Department of
Homeland Security (DHS) and Social Security Administration (SSA) to
develop an employment confirmation process now known as E-Verify.
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Overvie

E-Verify is a voluntary program for most employers, but mandatory for some, such as employers with federal
contracts or subcontracts that contain the Federal Acquisition Regulation (FAR) E-Verify clause.

E-Verify is an Internet-based system operated by the US. Department of Homeland Security (DHS) in
partnership with the Social Security Administration (SSA) that allows participating employers to electronically
verify the employment eligibility of their newly hired employee and/or employee assigned to a federal
contract.

jgins  Sitemap

US. Department of Homeland Security  US. Immigration Services

E-Verify Overview

E-Verify is an internet-based service that electronically confirms the
identity and employment eligibility of newly hired employees to work in
the United States.

E-Verify is a voluntary program. Employers with federal contracts or
subcontracts that contain the Federal Acquisition Regulation (FAR) E-
Verify clause are required to enroll in and use E-Verify as a condition of
federal contracting. Employers with employees in states with legislation
that requires participation in E-Verify, for example, as a condition of
business licensing, may also be required to participate in E-Verify. In
addition, an employer may be required to participate in E-Verify
pursuant to a court order.

E-Verify Overview - E-Verify Employer Agent (EEA)

E-Verify employer agent means any person, company, or other entity
that provides the service of using E-Verify to confirm employment
eligibility of employees of third-party employers (or clients).

Clients are required to complete Form I-9, Employment Eligibility
Verification, for all new employees and must follow the guidelines set
forth in the MOU for employers using an E-Verify Employer Agent (or
client MOU).
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Tutorial

How It Works

E-Verify works by comparing the information entered on an employee's Form 1-9, Employment Eligibilty

Verification, with SSA and DHS records to verify employment elgibilty.

Atthis time, an employer can verify the employment eligibility of only one person at a time within E-Verify. All
“ rary, seasonal and rehired employees must be entered into E-Verify individually.

B3 oo Lesson 1 Page 50727

How E-Verify Works

E-Verify works by electronically comparing the information from an
employee’s Form |-9, Employment Eligibility Verification, with official
government records that E-Verify can access to verify the identity and
employment eligibility of each newly hired employee and/or employee
assigned to a covered federal contract.

EVerify Home Coses  Clie ports  Resource:

Privacy Statement and Guidelines

n of personally identifiable information. It s essential to protect the
n to be processed through E-Veriy.

llect

” d and used only for the
purposes outlined in the Memorandum of Understanding (MOU) between

ify and the employer/user.

Next [ESCIPY Lesson 1 Page 60727
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Privacy Statement and Guidelines

E-Verify use requires the collection of personally identifiable
information (PIl). Employers must protect the privacy of employees who
submit information to be processed through E-Verify and ensure that all
personal information collected is safeguarded and used only for the
purposes outlined in the MOU.

E-Verify protects Pll in accordance with a National Archives and Records
Administration (NARA) records retention and disposal schedule (N 1-
566-08-7) by annually disposing of E-Verify records that are over 10
years old. This minimizes security and privacy risks associated with U.S.
government retention of PILI.

Failure to properly protect employee information can result in identity
theft or fraud and can cause considerable inconvenience, harm, or
embarrassment to the employees or employer affected.

LR L]
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Privacy and Security Statement (continued)

Privacy Statement and Guidelines

PRIVACY GUIDELINES OVERVIEW

Allow only authorized users to use E-Verify.

Ensure that only authorized users handle information and create
cases.

Secure access to E-Verify.

Protect passwords and ensure that unauthorized persons do not
access E-Verify.

Protect and store employee information properly.

Ensure that employee information is stored in a safe and secure
location and that only authorized users have access to this
information.

Discuss E-Verify results in private.

Ensure that all case results including mismatches and Final
Nonconfirmations are discussed in private with the employee.

REMINDER
You must ensure that all personally identifiable information (Pll) is
safeguarded.

EVerify  rore o
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Rules and Responsibilities

All E-Verify users are bound by the guidelines set forth in the E-Verify
MOU and the rules and responsibilities outlined in the E-Verify User
Manual for Employers and this tutorial, and other agency guidance.

The next screens outline some of the specific rules and responsibilities
required of everyone that uses E-Verify.

NOTE: Additional information on each rule and responsibility is provided
throughout this tutorial.




Rules and Responsibilities — E-Verify Employers Must
E-Verify Employer Agents participating in E-Verify MUST:

v" Follow E-Verify procedures for each employee for whom an E-
Verify case is created.

v" Notify each job applicant of E-Verify participation by clearly
displaying the Notice of E-Verify Participation and the Right to Work
posters in English and Spanish. You may also display the posters in
other languages provided by DHS.

v" Complete Form I-9 for each newly hired employee before creating a
case in E-Verify.

v" Obtain a Social Security number from each newly hired employee
on Form I-9.

v" Ensure that Form I-9 List B identity documents have a photo.

v" Create a case for each newly hired employee no later than the third
business day after he or she starts work for pay.

v' Enter the employee’s email address in E-Verify if it was provided on
Form I-9.

v" Provide each employee with notice of and the opportunity to take
action on a mismatch by downloading the Further Action Notice and
providing it to the employee before referring the case.

v" Ensure that all Pl is safeguarded.

Rules and Responsibilities - Notice to Employees of E-Verify
Participation

You MUST notify ALL employees of your participation in E-Verify:

e Provide the following posters to your company locations:
e Notice of E-Verify Participation
e Right to Work.

e Ensure all locations display the posters (in both English and Spanish)
in a prominent place that is clearly visible to all current and
prospective employees, electronically or in hard copy

e Replace the participation posters when updates are provided by
DHS to ensure employees, applicants, and the public to have the
most recent and complete information regarding E-Verify.

e E-Verify recommends providing a copy of these posters with job
application materials, either electronically or in hard copy.

IF YOU HAVE THE RIGHT TO WORK
-5 - "‘_"-'!

DON'T LET ANYONE TAKE IT AWAY
I
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Rules and Responsibilities (continued)

che

for employment
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an employee hired before the company signed the E-Verify MOU.

Take adverse action against an employee based upon a case result unless E-Verfy issues a final nonconfirmation.

NOTE: Additional information on each rule and responsibility is provided throughout this tutorial,

Rules and Responsibilities — E-Verify Employer Must Not:
E-Verify Employer Agents participating in E-Verify Must Not:

e Use E-Verify to pre-screen an applicant for employment.

e Specify or request which Form 1-9 documentation an employee
must use, except to specify that any Form I-9 List B document the
employee chooses to present must contain a photo.

g - e Use E-Verify to discriminate against any job applicant or employee
on the basis of their national origin, citizenship, or immigration
status.

e Create an E-Verify case for an employee who was hired before the
employer signed the E-Verify MOU, except in certain instances such
as employees of federal contractors with the FAR E-Verify clause.

e Terminate, suspend, delay training, withhold or lower pay, or take
any other adverse action against an employee because of a
mismatch, until the mismatch becomes a Final Nonconfirmation.

e Share user ID or password.

NOTE: Additional information on each rule and responsibility is provided

throughout this tutorial.

Everty : p :

Civil Rights and Civil Liberties

) -

reens discuss the folowing:
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Civil Rights and Civil Liberties

Employee rights must be protected. The next screens discuss the
following:

e Employee Protection

e Responsibility to Avoid Discrimination

e Deter Discrimination in Your Workplace
e Adverse Actions




EVerify Home Cases Repo Resources v @ Emploger User v

Employee Protection
Itis your responsibility to treat employees equitably when using E-Verify.
You MUST:
Create a case in E-Verify only AFTER the applicant has accepted an offer of employment and Form 1-9 is complete.
Give notice to employees regarding your participation in E-Verify and employee rights.
Take steps to ensure the privacy of employees by protecting their personal information and to secure the password you use to access
E-Verify.
Discuss work eligibility issues with people directly concerned with the information and limit these conversations to the relevant case details.
Ensure employees who receive a Tentative Nonconfirmation (TNC) case result are provided with the printed Further Action Notice.
You must NOT:
Create a case in E-Verify before a job offer has been accepted and Form 1-9 is complete. This is considered pre-screening.
Use E-Verify to screen job applicants or to re-verify employment eligibility.

Use E-Verify selectively.

Civil Rights and Civil Liberties - Employee Protection

It is your responsibility to treat employees equitably when using E-
Verify. You MUST:

Create a case in E-Verify only AFTER the applicant has accepted an
offer of employment and Form I-9 is complete.

Ensure your clients give notice to employees regarding your
participation in E-Verify and employee rights.

Create a case for a newly hired employee only after your client has
completed Form I-9.

Take steps to ensure the privacy of employees by protecting their
personal information and to secure the password you use to
access E-Verify.

Discuss employment eligibility issues with people directly concerned
with the information and limit these conversations to the relevant
case details.

Ensure employees who receive a mismatch are provided with the
printed Further Action Notice.

You must NOT:

Create a case in E-Verify before a job offer has been accepted and
Form I-9 is complete. This is considered pre-screening.

Use E-Verify to screen job applicants or to re-verify employment
eligibility.

Use E-Verify selectively.
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Responsibility to Avoid Discrimination

Employers that discriminate

n as the
is found at 8 US.C. § 1324b. | e

Department's Civil Rights

in their use of E-Verify may violate this law.

Lesson 1 Page 16 0f 27

Protecting Civil Rights and Civil Liberties: The Department of Justice’s
Immigrant and Employee Rights Section (IER)

The Immigration and Nationality Act’s anti-discrimination provision,
found at 8 U.S.C. § 1324b, requires employers to apply Form |-9 and E-
Verify rules consistently, regardless of an employee’s citizenship,
immigration status or national origin. The Immigrant and Employee
Rights Section (IER) of the U.S. Department of Justice Civil Rights
Division enforces this law.

& Employers that discriminate in their use of E-Verify may be in violation
of this law.
For more information on how to avoid discrimination, contact IER’s
Worker Hotline at 800-255-7688 (TTY: 800-237-2515) or visit
justice.gov/ier.
No image Civil Rights and Civil Liberties — US Equal Employment Opportunity

Commission (EEOC)

You may not discriminate against employees because of race, color,
religion, sex (including pregnancy, gender identify, and sexual
orientation), national origin, age (40 or older), disability, or genetic
information.

Employers that discriminate in their use of E-Verify may be in violation
of this law.

For more information on how to avoid discrimination, contact EEOC at
800-669-4000 (TTY: 844-234-5122) or visit eeoc.gov.
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Civil Rights and Civil Liberties - Deter Unlawful Discrimination in Your IF YOU HAVE THE RIGHT TOWORK ™ Orvestention

Fartimate: = 8 we sy

Workplace
E_\IG
Deter Discrimination in Your Workplace

Display the DOJ Right to Work poster so prospective employees and new hires will see it c o e oo L= ] -
] — Display the DHS E-Verify Participation and DOJ Right to Work posters so

In addition, make sure you comply with federal anti-discrimination requirements. For example:

. . . DON'T LET ANYONE TAKE IT AWAY
prospective employees and new hires will see them. i

Do not ask an employee to show a document to prove their citizenship or immigration status for - - -
the Form 19 process, or for the E-Verify process. EV.

Do not treat applicants or employees differently based on their citizenship or immigration status,
or based on their appearance, language accent, or other national origin indicator.

iy ot oty s sy s ook st o o e In addition, make sure you comply with federal anti-discrimination

documents over others.

Do not use E-Verify selectively, or use E-Veriy to prescreen certain candidates, based on employees’or applicants'ciizenship, immigration requ irements. For exam o] le: -

status, or national origin.
Do not, based on an employee's citizenship status or national origin, take adverse action against an employee because of a Tentative wnn wr
Nonconfirmation (Mismatch) or because the employee’s case is pending with DHS or SSA.

INFORMATION: For more information on how to avoid discrimination, visit wuw justice gow/IER or call the IER toll-free employer hotline at 1-800-

2551550 -000237-9513 (1, KR v o uston st mmirton -t sploymens it inccing it e Do not treat applicants or employees differently based on their s

e citizenship or immigration status, or based on their appearance,
language, accent, or other national origin indicator.

e Do not ask an employee to show a specific document to prove their
citizenship or immigration status for the Form I-9 process or for the
E-Verify process.

¢ Do not request additional or different documents than are required
to verify employment eligibility and identity, reject reasonably
genuine-looking documents or specify certain documents over
others.

¢ Do not use E-Verify selectively or to prescreen certain candidates
based on employees’ or applicants’ citizenship, immigration status,
or national origin.

e Do not, based on an employee’s citizenship status or national origin,
take adverse action against an employee because of a mismatch or
because the employee’s case is pending with the DHS or SSA.
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Adverse Actions

E-Verify prohibits you from taking adverse actions against employees based on the employee's decision to
contest a Tentative Nonconfirmation (TNC) o because the employee's case is pending with DHS or SSA.
Adverse actions include: terminating, suspending, withholding pay or training, delaying a start date or
otherwise limiting his or her employment.

To avoid improper adverse actions, treat employees that choose to contest a case result as you would treat
any other employee

If you take adverse actions against job applicants or employees, you could face legal action, including civil
penalties and back pay awards, and your participation in €-Verify may be terminated.

Civil Rights and Civil Liberties — Adverse Actions

Employers must not terminate, suspend, delay training, withhold or
lower pay, or take any other adverse action against an employee
because of the mismatch, until the mismatch becomes a Final
Nonconfirmation.

If the employee chooses not to take action on the mismatch, the
employer may terminate employment with no civil or criminal liability as

terminate
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take
B noted in Responsibilities of the Employer, Article Il, Section A paragraph m‘g other
13 of the MOU. The case can be treated as a Final Nonconfirmation, and adverse
the employer should close the case in E-Verify. action
.y . .against an
To avou! improper advers? actions, treat employees that choose to emplogee becaicie
take action to resolve a mismatch as you would treat any other of a mismatch, until the
employee. mismalch becomes a
Fiual Nonconfirmation
EVerify w Coms Ganis Papots  Aeowoes v © Eploperhowiiar .

Form 1-9 and E-Verify

Aoy

Form I-9 and E-Verify

All employers in the United States are required to complete Form I-9 no
later than the third business day after their employees start work for
pay and keep a record of Form 1-9 on file. This requirement does NOT
change for E-Verify employer agents and their clients enrolled in E-
Verify.

E-Verify employer agents enrolled in E-Verify have chosen to take the
additional step of verifying that their clients’ employees' Form I-

9 information matches official government records that E-Verify can
access, thereby helping ensure a legal workforce.

NOTE: To view or download Form I-9, click Form I-9. For more
information on Form I-9 procedures, review the Handbook for
Employers: Guidance for Completing Form 1-9 (M-274) which is also
located in View Essential Resources.

é



https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://www.uscis.gov/files/form/m-274.pdf
http://www.uscis.gov/files/form/m-274.pdf
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Form [-9: Section 1- Overview

Form I-9 and E-Verify — Form I-9, Section 1 — Overview

Newly hired employees must complete Section 1 of Form 1-9 in its
entirety. Providing a Social Security number (SSN) on Form I-9 is usually
voluntary but newly hired employees of employers participating in E-
Verify are required to provide an SSN on Form I-9. Therefore, all newly
hired employees, including seasonal, temporary, and rehires, MUST
provide an SSN.

IMPORTANT: If an employee does NOT provide an SSN, they must

m vvvvvvvvvv s
obtain one from the Social Security Administration (SSA). This can delay
the 3-day requirement to create a case in E-Verify. Employers must note
the reason for this delay on the employee's Form I-9 during the
verification process. You must create a case in E-Verify as soon as the
employee has received their SSN from SSA.
Form 1-9 and E-Verify — Form 1-9, Section 2 — Overview

Form I-9: Section 2 - Oves

Employers must complete Section 2 of Form I-9 in its entirety. To
complete Section 2, you must examine documents that prove the
identity and employment eligibility of the newly hired employee.

Important: You may NOT specify which document(s) from the list of
acceptable documents on Form 1-9 and employee may choose to
present.

Form I-9 and E-Verify — Form I-9, Section 2 — Documents

Form I-9: Section 2 - Overview (continued)

An employer may accept one document from List A, which proves both
identity and employment eligibility, or a combination of documents
from List B, which proves identity, and List C, which proves employment
eligibility.

IMPORTANT: Any List B document(s) presented to an employer
participating in E-Verify MUST contain a photo.
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Verification Process Overview

The E-Verify employment eligibiity verification process begins with  completed Form 1-9. The information
from Form 1-9 is then entered into E-Verify and a case result is provided.

Case results inform you of your client's employee's work eligibility. Case results can be initial, interim or final,

Every case created in E-Verify receives a final case result before it s closed, and every case must be closed.

REMINDER: E-Verify makes employment eligibility determinations by comparing the employee’s Form 1-9
information entered in E-Verify with the information in DHS and SSA records;

US. Department of Homeland Security  US. Citizenship and Immigration Services

¥ 0
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Verification Process Overview

The E-Verify employment eligibility confirmation process begins with a
completed Form I-9. The information from Form 1-9 is then entered
into E-Verify and a case result is provided.

Case results inform you of the status of your client’s employee's E-Verify
case as well as their employment eligibility. Case results can be initial,
interim, or final.

If you determine the information is the case is incorrect, close the case
and create a new case with correct information.

Every case must be closed.
REMINDER: E-Verify makes employment eligibility determinations by

comparing the employee's Form I-9 information entered in E-Verify to
official government records that E-Verify can access.

EVerify  rome coe Gl Reors  Resouces v
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Tutorial

Initial Verification Case Results - Overview

After Form 1-9 information has been entered into E-Verify, E-Verify promptly provides you an initial case
result. An initial case result is the first, and sometimes final, case result provided by E-Verify. How you
communicate a case result with your client is between you and your client.

An overview of the initial case results is listed in the table below.

Initial Case Results Overview

‘The employee's information matched with DHS and/or SSA

Employment Authorized
ploy records. It's that easy!

Tentative Information does not nitially match with SSA or DHS
Nonconfirmation (TNC) records. Additional action is required.

DHS Verification in This case is referred to DHS for further verification. No
Process action is required until further notice from E-Verify.

Each case result is unique, and may or may not require additional action by you and/or the employee.

Additional information on initial case results and next steps are addressed throughout this tutorial

Back m Exit Lessan
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Verification Process - Initial Verification Case Results Overview

After Form I-9 information has been entered into E-Verify, E-Verify
promptly provides you an initial case result. An initial case result is the
first, and sometimes final, case result provided by E-Verify.

An overview of the initial case results is listed in the table below.
Initial Case Results Overview

Employment Authorized The employee's information matched
with official records. Case will
automatically close. No action
needed.

Tentative Nonconfirmation | Information does not initially match
(Mismatch) official government records.
Additional action is required.

E-Verify Needs More Time | DHS could not immediately verify the
data and needs more time. This case
is referred to DHS for further action.

No action is required until further

notice from E-Verify.




Each case result is unique and may or may not require additional action

by you and/or the employee. Additional information on initial case
results and next steps are addressed throughout this tutorial.
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Interim Case Results - Overview

SSA or DHS Tentative
Nonconfirmation

Review and Update
Employee Data

Verification Process — Interim Verification Case Results Overview

An interim case result requires additional action before E-Verify can

provide you with a final case result.

An overview of the interim case results is listed in the table below.

b Interim Case .
Overview
e : Results
S ot i e 5 5 s DHS and/or SSA . . -
. / Information did not match official
Tentative . .
- . . government records. Additional action is
- Nonconfirmation .
. required.
pu——— (Mismatch)
¥

E-Verify Needs

DHS could not immediately verify the data
and needs more time. This case is referred to

More Time DHS for further action. No action is required
until further notice from E-Verify.
The employee has contacted DHS or visited
DHS a.nd/or SSA an SSA field office, but more time is needed
Casein . . Lo
. to determine a final case result. No action is
Continuance

required until further notice from E-Verify.

EEETLEEE

]

Each case result is unique and may or may not require additional action
by you and/or the employee. Additional information on interim case
results and next steps are addressed throughout this tutorial.
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Final Case Results - Overview

A final case result means that the case is ready to be closed. You must close every case to complete the

E-very process

An overview of the final case results is listed in the table below,

Final Case Results Overview

Employment The employee's information matched with DHS and/or SSA
Authorized records. It’s that easy!

SSA or DHS Final E-Verify cannot verify an employee's smployment eligibility
Nonconfirmation after the employee has visited SSA or contacted DHS.

DHS No Sh
o Show Government working days.

‘The employes did not contact DHS within the eight Federal

Error: Close Case and
Resubmit

‘This case cannot continue because the expiration date entered
for the employee's U.S. Passport, Passport Card or driver's
license is incorrect. This case must be resubmitted in E-Verify.

‘Additional information on final case results and next steps are addressed throughout this tutorial,
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Verification Process — Final Case Results Overview

A final case result means that the case is ready to be closed. You must
close every case to complete the E-Verify process.

An overview of the final case results is listed in the table below.

Final Case Results | Overview

The employee's information matched with
official records. Case will automatically
close. No action needed.

Employment
Authorized

DHS and/or SSA  |E-Verify cannot verify an employee's
Final employment eligibility. You may close the
Nonconfirmation |[case.

This case cannot continue because the
expiration date entered for the employee's
U.S. Passport, Passport Card or driver's
license is incorrect. Close the case in E-
Verify and create a new case.

Close Case and
Resubmit

Each case result is unique and may or may not require additional action
by you. Additional information on final case results and next steps are
addressed throughout this tutorial.
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Summary

Congratulations! You have completed Lesson 1 of the Program Administrator Tutorial for E-Verity Employer
Agents. You should now be able to:

Describe the background and overview of E-Verify
Carry out and comply with rules, responsibilities and guidelines for protecting privacy and personal
information

Recognize Civil Rights and Civil Liberties

Recognize Form 1-9 procedures and how they relate to E-Verify
Recognize the verification process and case results

Complete Lesson [ TP Lesson 1 Page 27 0727
Us.De
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Summary

Contratulations! You have completed Lesson 1 of the program
administrator tutorial for E-Verify Employer Agents. You should now be
able to:

e Describe the background and overview of E-Verify;

e Carry out and comply with rules, responsibilities, and guidelines for
protecting; privacy and personal information;

e Recognize Civil Rights and Civil Liberties;

e Recognize Form I-9 procedures and how they relate to E-Verify; and

e Recognize the verification progcess and case results
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Lesson 2 Initial Verification

Lesson 2: Initial Verification

Initial Verification

E-Verify Home Page

Enter Form I-9 Information
Initial Verification Results

Initial Verification

%0

Initial Verification

Welcome to Lesson 2 of the Program Administrator Tutorial for E-Verify
Employer Agents. In this lesson, you will learn about:

e E-Verify Home Page
e Entering Form I-9 Information
e |Initial Verification Results

Learning Objectives

Upon completing this lesson, you should be able to:
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Learning Objectives

e Recognize the E-Verify home page
e Use Form I-9 information to create a case in E-Verify
e Recognize initial case results

EVerify Home Coses Clents  Report:

E-Verify Home Page

Any time you log into E-Verify, you are provided your user home page. Your user home page has
important information and navigation links that you should become familiar with. To do this, review the
information in the table below as it relates to the screen shot.

Important home page areas to be familiar with include the following:

Welcome to Click ‘New Case' or 'Verify Employee' to start the

1
E-Verify verification process.

Provides important information and updates

2 | EverifyN
erity News about E-erify.

E-Verify Navig Specific link p upon

3
Menu the user.

Alerts you of actions needed to complete the
EVerify process.

4 Case Alerts

Lesson2 Page 20 18

E-Verify Home Page

Each time you log in to E-Verify you will see a welcome back banner with
your name and company listed.

Under the welcome banner are case alert boxes with important
information about your cases, including Cases to be Closed, Cases with
Updates, Cases with Expiring Authorization

Docs and Recently Auto-Closed Cases.

Directly below the case alert boxes are convenient quick links in gray
boxes, including Create New Case, Search Cases, View Resources and

Contact Us.

Below the quick links is the E-Verify News section that keeps you up to
date on the latest and greatest with E-Verify.

The next slides will help you become familiar with the links found on your
user home page and provide additional information about each link.

Navigation buttons above the banner include:

MENU FUNCTIONS
Home e Employer Agent User Home Page
Cases e Search Cases
o View All Cases
e Create New Case
Clients e Search Cases
e C(Client Company Terminate Account
e Add New Company
Reports e Run Reports
Resources e View Essential Resources
o Take Tutorial




e View User Manual
e E-Verify News
e (Contact Us

Account Options e Company Account
e User Account
e LogOut

EVerify Home  Case: e tepor esources v © cmplover Agent User v

Create a Case

ange f other i
y, enter the ‘employee'sfirst day of employm

Create an E-Verify Case

The earliest you may create a case in E-Verify is after the employee accepts
an offer of employment and Form I-9 is complete. After the Form |-9 is
complete, your next step is to create a case in E-Verify. An E-Verify case
must be created no later than the third business day after the employee
starts work for pay.

You can find the employee’s first day of employment in Section 2 of Form I-
9. The employee’s first day of employment is circled below.

Contification. | stiust, under penalty of perfury, that (1) | have sxamined the the
[2) the above-Bsted documaentis) appear 1o be ganuing and 10 reiate 1o the empicyss named, and (1) 1o the bost of my knowledge the
ampi anstried 10 wodk i D United

tirnt day of Yry @rsﬁ instructions for eremptions,
i 8 AT Crr e Fers L [ Toiay s Tilis TREVET Y] | Trie of Employer o Authorized Fepresentabes

[P w——m———— Y ] S —p—y "] p—————— [ ——— e ———

prm—yT—

Empioyers Business or Oranason ASSress (Seet Mawber and Name) | Cay o Town St (250 Coce

If the employee’s first day of employment changes after you have created
the case in E-Verify, no additional action is required in E-Verify as you
cannot change that date once you’ve created the case. You must, however,
make a correction to the date recorded in the certification block of Section
2 of the employee’s Form I-9 if the employee’s first day of employment
changes. Annotate the correction with your initials and the date you made
the correction.

Review the Handbook for Employers: Instructions for Completing Form 1-9
(M-274) or 1-9 Central for more information.

NOTE: Employees hired on or before Nov. 6, 1986, are not subject to Form
I-9 and, therefore, may not have a case created in E-Verify based on this
employment.



https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central
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Getting Started

F-Verify take the information that the employee completed on his or her

IMPORTANT: No case can be canceled after it has been created. I 2 case Is created in error, i

Getting Started

To create a case in E-Verify, use the information from the employee’s Form
I-9 and enter it into E-Verify.

From the E-Verify home page:

m Exit Lesson Lesson2 Page 50f18
o Click Cases above the banner and select Create New Case
Click Create New Case quick link in gray box below the case alerts.
IMPORTANT: No case can be deleted after it has been created. If a case is
created in error, simply close the case. All draft cases will be automatically
closed after 180 days.
o —— © Ermloser Agert Lser v

Enter Form I-9 Information

ted New Case’ or Verify Employee. you have stated to create 2

[ [T R

Enter Form 1-9 Information

Enter the employee’s information from Section 1 of Form I-9. If you do not
enter required information, or enter non-standard information, E-Verify
generates a field error message and you must enter the required
information to continue with the case.

In the Enter Form |-9 Information screen:

e Complete the Employee Information and Attestation section;

o If the employee provided an email address on Form I-9, you must enter
it into E- Verify. E-Verify may send the employee email notifications
with information about their E Verify case, Enter Client Company
Name;

e Click Continue;

e Chose the appropriate option for citizenship or immigration status;

e Click List A Document or List B & C Document when asked what
documents the employer or authorized representative reviewed and
verified;

e Select document(s) types from drop down list;
e Enter Document Number (if applicable);

e Enter Expiration Date (if applicable); and

e Click Continue.

Coea with Eapring
z s

P

2

Pacantly AviG-
©




NOTE: Additional information is available in the form of helper text. To
access this information, simply click any helper text symbol 9
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Enter Form I-9 Information (continued)

Enter Form I-9 Information — Additional Case Details

Under the Additional Case Details section, type the employee’s first day of
employment as recorded in Section 2 of Form |-9 into the Employee’s First
Day of Employment field. Alternatively, you may click Today, 1 Day Ago, or
2 Days Ago and the corresponding date automatically populates in the
Employee’s First Day of Employment field.

If the case is being created 3 or more days past the employee's first day of
employment, you must provide a reason for the delay. Select the
appropriate reason from the drop-down menu or if Other is

selected, E--Verify requires you to type the reason in the Reason for

Delay text box and click Continue.

REMINDER: The employee's first day of employment is the date the
employee begins working in exchange for wages or other remuneration.
That date should be entered as the employee's first day of employment
date from the certification block in Section 2 on Form I-9. The E-Verify case
may be created before the employee begins work for pay as long as the
employee has accepted an offer of employment and Form I-9 is complete.
In these situations, the date you should enter in the hire date field

in E-Verify is the date recorded in the certification portion of Section 2
from the employee's Form I-9.

EVerify . : N o:

Enter Form I-9 Information - Duplicate Case Alert

[

Enter Form 1-9 Information — Duplicate Case Alert

After you enter the employee's Form |-9 information and click Continue,
the next screen may alert you that the case information you entered
matches another case created by you or another E-Verify user of this
employer. A duplicate case alert can occur for several reasons. It does not
necessarily mean that your case should be closed.

If you receive a new duplicate case alert, you must close all open duplicate
cases created for this employee before either this or another case can
proceed:

e Select Review and Manage Duplicate Cases to see a list of all duplicate
cases (open and closed).

Duplicate Case Found




e Toclose an individual case, click Close Case.

e Select Cancel if you wish to completely discontinue with this case that
you have started. Nothing will be saved).

e To continue with a previously created open duplicate case, click
Continue Case.

e If you decide to continue processing a duplicate case listed in this alert,

you must select a reason for continuing a duplicate case.

EVerify  rome o  Clents  Resorts  Resouces v © Emsloer Agent User v

Enter Form I-9 Information - Check Information

NOTE: If you think you have made an error or no longer need to continue the verification process, you can close ar

m ExitLesson Lesson2 Pageaof 18
— e You can change information before receiving case results by clicking
- . Edit Case Details;
e If after this information is verified and/or corrected, click Submit Case;
e If you need more time, click Save and Exit; or
e If you think you have made an error or no longer need to continue with
a case, click Close Case and the case will automatically close without
being submitted.
v ; T

Enter Form I-9 Information — Review Case

In some cases, after you enter the employee's Form I-9 information and
click Continue, the Review Case screen asks you to check the employee's
information before E-Verify provides an initial case result.

To complete this step, you must ensure that the information you entered
in E-Verify matches the employee's Form I-9.

Tutorial

Enter Form I-9 Information - Error: Unexpired Document Required

Delete OBE
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Enter Form |-9 Information - Photo Matching

Enter Form 1-9 Information — E-Verify Photo Matching

In some cases, E-Verify prompts you to compare the photo on an
employee's Form I-9 photo document with a photo displayed on the E-
Verify screen. This helps you ensure that the document provided matches
government official records.

o . The photo matching step happens automatically when an employee
presents a U.S. Passport or Passport Card, Permanent Resident Card (Form
I-551, also known as a Green Card), or an Employment Authorization
Document (Form |-766) for Form |-9 completion.

E Verify Home Coses Clents Reports  Resources v @ Employer Agent User v

Tutorial

Enter Form I-9 Information - Photo Matching (continued)

Matching photos is easy - simply compare the photo shown in E-Verify to the photo on the employee's Form
1-9 photo document, NOT to the employee. The two photos should be identical

Determine if the photos appear reasonably identical, account for minor variances in shading and detail and
select

Yes: the photo on the employee's actual document or a copy matches the photo displayed by
E-Verify. Clothing, hair style, facing direction and appearance on the card should be identical to the
photo displayed by E-Verify.

OR
No: the photo on the employee's actual document or a copy does not match the photo displayed in E-Verify.

Then, dlick ‘Continue.

NOTE: A watermark has been added to the photo displayed in E-Verify to prevent unauthorized use. The photo on the document presented by the

employee will not have a watermark. Absence of a watermark on the document photo does not mean that it is not authentic.

Lesson2 Page 120f 18

Enter Form I-9 Information — E-Verify Photo Matching Overview

Matching photos is easy — simply compare the photo shown in E-Verify to
the photo on the employee's Form 1-9 photo document, NOT to the
employee. The two photos should be identical.

Determine if the photos appear reasonably identical, accounting for minor
variances in shading and detail, then select:

Yes, this photo matches - The photo on the employee's actual document
or a copy matches the photo displayed by E-Verify. Clothing, hair style,
facing direction and appearance on the card should be identical to the
photo displayed by E-Verify.

No, this photo does not match - The photo on the employee's actual
document or a copy does not match the photo displayed in E-Verify.

OR




No photo displayed - No photo was displayed for the E-Verify user to
compare with the employee’s document provided. You should select this
option when E-Verify either displays no photo or it displays an image of
something other than a photo of a person, such as an image of a
document.

Then, click Continue to Case Results.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more
information.

EVerify Home Cases Clents Reports  Resources v

Initial Verification Results

You have now created a case in E-Verify! E-Verify promptly provides you with an initial case result and assigns
this employee a unique case verification number.

An initial case result is the first, and sometimes final, case result provided by E-Verify. Initial case results
include:

Employment Authorized
Tentative Nonconfirmation (TNC)

DHS Verification in Process

‘The next screens discuss an overview of each initial case result

U_S. Department of Homeland Security US. Citizenship and Immigration Services.
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Verification Process - Initial Verification Case Results Overview

After you enter Form |-9 information into E-Verify and submit the
information to create the case, E-Verify promptly provides you an initial
case result. An initial case result is the first, and sometimes final, case
result provided by E-Verify.

An overview of the initial case results is listed in the table below.

Initial Case Results Overview

Employment Authorized The employee's information matched
official government records. Case will
automatically close. No action needed.

Tentative Nonconfirmation | Information does not initially match
(Mismatch) official government records. Additional
action is required.

E-Verify Needs More Time | DHS cannot verify the data and needs
more time. This case is referred to DHS for
further action. No action is required until

further notice from E-Verify.

Each case result is unique and may or may not require additional action by
you and/or the employee. Additional information on initial case results and
next steps are addressed throughout this tutorial.

- o
oo he b Closed Canen with Undores Cases with Espring Facanriy Ao
Authorzation 0o Cooed Coses



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
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Employment Authorized

“Employment Authorized' s the most common case result. It means that the employee's information
matches with DHS and/or SSA records. I's that easy!

A case result of ‘Employment Authorized" is also considered a final case result,

Your next step is to record the case verification number on the employee's Form 1-9 andj/or print a copy
of the case details and file it with the employee's Form 1-9.

Then, simply close the case in E-Verify! After you close the case, you have completed the verfication

Lesson 4 discusses the steps required to close a case.

Verification Process — Final Case Results Overview

A final case result means that the case is ready to be closed. You must
close a case to complete the E-Verify process.

An overview of the final case results is listed in the table below.

Final Case Results Overview

=] e tmen. Pasaa The employee's information matched with official
Employment . . .
. records. Case will automatically close. No action
Authorized
& needed.
DHS or SSA Final E-Verify cannot verify an employee's employment
Nonconfirmation |eligibility. You may close the case.
This case cannot continue because the expiration
Close Case and date entered for the employee's U.S. Passport,
Resubmit Passport Card or driver's license is incorrect. Close
the case in E-Verify and create a new case.
Each case result is unique and may or may not require additional action by
you. Additional information on final case results and next steps are
addressed throughout this tutorial.
E Verify s Our esouces v @ Emoious AgentUser v

Employment Authorized - Request Name Review

DELETE OBE
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Tutorial

Tentative Nonconfirmation (TNC)

Tentative Nonconfirmation (Mismatch) — Process Overview

The Tentative Nonconfirmation (mismatch) process can be simple;
however, it requires action by you and the employee.

Employers must complete the following steps in E-Verify within 10 federal
government working days after issuance of the mismatch result:
e Notify your employee of their mismatch result as soon as possible

=3l - . NP within the 10 days.

e Download the Further Action Notice.

e Give your employee a copy of the Further Action Notice.

e Review the Further Action Notice with your employee in private and
have them confirm whether the information listed is correct.

e If the information is incorrect, select the statement indicating the
information was not correct and close the case. After the case is
closed, create a new case for your employee with the correct
information.

e If the information is correct, tell your employee they have 10 days from
issuance of the mismatch to notify you whether they will take action to
resolve the mismatch.

e Refer the case if your employee tells you they will take action to
resolve the mismatch and refer the case to DHS and/or SSA.

e If your employee does not give you their decision by the end of the
10th federal government working day after E-Verify issued the
mismatch, then you close the case.

Review the E-Verify User Manual, 3.3 Tentative Nonconfirmation

(Mismatch) for more information.

EVerlfy  cre Coxi o ot oo v O crii i v Delete — now covered on Verification Process - Initial Verification Case

DHS Verification in Process

E-Verify user home page. Your next step is determined by the case result provided.

NOTE: ‘DHS Verification in Process' i also considered an interim case result and s provided to you when necessary during the verfication process

[ e esen e 70116

Results Overview slide



https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
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Tutorial

Summary

Congratulations! You have completed Lesson 2 of the Program
Administrator Tutorial for E-Verify Employer Agents. You should now be
able to:

e Recognize the E-Verify home page
e Use Form I-9 information to create a case in E-Verify
e Recognize initial case results.




EEA PA Lesson 3

@ LESSON COMPLETED

Lesson 3: Interim Case Results

Interim Case Results

Interim Case

SSA and DHS Tentative Noncenfirmation

Review and Update Ei

Data

DHS Verification in Process

SSA/DHS Case in Continuance

Review Lesson 3

Current

Updated Content

@ LESSON COMPLETED
Lesson 3: Interim Case Results

Interim Case Results
Interim Case Results - Overview

S5A and DHS Tentative Nonconfirmation

Review and Update Employee Data

DHS Verification in Process
SSA/DHS Case in Continuance

Review Lesson 3

Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results — Overview

DHS and SSA Tentative Nonconfirmation (Mismatch)
E-Verify Needs More Time

DHS or SSA Case in Continuance
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Interim Case Results

‘Welcome to Lesson 2 of the Program Administrator Tutorial for E-Verify Employer Agents. In this lesson
you will learn about the E-Verify topics listed below:

Interim Case Results

S5A and DHS Tentative Nonconfirmation (TNC)
Review and Update Employee Data

DHS Verification in Process

SSA/DHS Case in Continuance

Interim Case Results

Welcome to Lesson 3 of the Program Administrator Tutorial. In this lesson, you will learn about these E-
Verify topics:

e Interim Case Results

e DHS and SSA Tentative Nonconfirmation (Mismatch)
e E-Verify Needs More Time

e DHS or SSA Case in Continuance

Welcome bock, Employer Agent!
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Learning Objectives
Upon campleting this lesson, you should be able to:

Complete an $5A and DHS Tentative Nonconfirmation
Recognize interim case results
Describe E-Verify interim case results: Review and Update Employee Data, DHS Verification in Process and S54/DHS Case in

Continuance

Learning Objectives
Upon completing this lesson, you should be able to:

e Complete a DHS and SSA Tentative Nonconfirmation (Mismatch)
e Recognize interim case results
e Describe E-Verify interim case results:

o E-Verify Needs More Time; and

[ e« JELEE tesson 3 Page2 17 o DHS or SSA Case in Continuance
e Complete Photo Matching Process
EVerify  rore coes  Gens fepots  fesouees v e ~ | Verification Process - Interim Verification Case Results — Overview

Interim Case Results - Overview

An interim case result requires additional action before E-Verify can provide a final case result. All cases
must receive 3 final case result. You must close every case to complete the E-Verify process,

Interim case results include:

SSA Tentative Nonconfirmation and DHS Tentative Nonconfirmation
Review and Update Employee Data
DHS Verification in Process

SSA Case in Continuance and DHS Case in Continuance

The next screens discuss each case result in detail.

m Exit Lesson Lesson3 Page3of 17

An interim case result requires additional action before E-Verify can provide you with a final case result.

An overview of the interim case results is listed in the table below.

Interim Case Results Overview

DHS and/or SSA Tentative Information did not match official government
Nonconfirmation (Mismatch) records. Additional action is required.

E-Verify Needs More Time DHS cannot verify the data and needs more time.
This case is referred to DHS for further action. No
action is required until further notice from E-
Verify.

DHS or SSA Case in Continuance The employee has contacted DHS or visited an
SSA field office, but more time is needed to
determine a final case driver's license result. No
action is required until further notice from E-
Verify.

Each case result is unigue and may or may not require additional action by you and/or the employee.
Additional information on interim case results and next steps are addressed throughout this tutorial.
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SSA and DHS Tentative Nonconfirmation

A Social Security Administration (S54) or U.S. Department of Homeland Security (DHS) TNC
means that the employee's information does not match with SSA or DHS records.

ATNC does NOT necessarily mean that the employee is not authorized to work in the United
States.

The table below provides possible reasons a TNC may occur.

Citizenship or immigration status was not updated with
SSA

Narme change was not reported to SSA

SSATNG

Narme, SSN or date of birth is incorrect in SSA records
SSA record contains another type of error

Information was not entered correctly by the employer

Narme, A-number and/or 1-94 number are incorrect in DHS
records

US. Passport, Passport Card or driver's license information
could not be verified

D photo document differs from the photo in DHS records
Information was not updated in the employee's DHS
records

Citizenship or immigration status changed

Record contains another type of error

DHSTNC

Information was not entered correctly by the employer

DHS and SSA Mismatch

A Department of Homeland Security (DHS) and/or Social Security Administration (SSA) mismatch means
that the employee's information does not match with official government records.

A mismatch does NOT necessarily mean that the employee is not authorized to work in the United
States.

The table below provides some possible reasons a mismatch may occur.

DHS e Name, A-number and/or I-94 number are incorrect in

MISMATCH DHS records

e U.S. Passport, Passport Card or driver's license
information could not be verified

e |D photo document differs from the photo in DHS
records

e Information was not updated in the employee's DHS
records

e Citizenship or immigration status changed

e Record contains another type of error

¢ Information was not entered correctly by the employer

SSA e Citizenship or immigration status was not updated with
MISMATCH SSA

¢ Name change was not reported to SSA

e Name, SSN or date of birth is incorrect in SSA records

e SSArecord contains another type of error

¢ Information was not entered correctly by the employer
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Tentative Nonconfirmation (TNC) - Process Overview

n be simple: howsver,

equires acticn by you, your dlient and the employee.

To do this, you print the

instruction to your clier employeecn nex

The next step is driven by the employee's choice tor

contest, then you refer him or her to either 554 or DHS. The Further Actio

nal instruction to your client and the employes

teps.

After the employee is notifisd and refamed), E-Verify provides you an updats sult within 10 Faderal Governmant working days

The next scraens walk you through the TNE process in detail,

Mismatch — Process Overview
The mismatch process can be simple; however, it requires action by you, your client, and the employee.

E-Verify employer agent, client and employee must complete the following steps in E-Verify within 10
federal government working days after issuance of the mismatch result:

e First, your client must notify your employee of their mismatch result as soon as possible within the
10 federal government working days.

e Todo this, print the Further Action Notice and provide it to your client to review and sign. The
notice provides additional instruction to your client and the employee on next steps.

[ e [ Lo Foge et e Instruct your client to review the Further Action Notice with the employee in private and have them
confirm whether the information listed is correct.

e Your client should let you know if the information is incorrect. If so, close the case and select the
statement indicating the information was not correct. After the case is closed, create a new case for
your employee with the correct information.

e Instruct your client, if the information is correct, the employee will decide whether to take action on
the mismatch.

e Instruct your client to tell the employee they have 10 days from issuance of the mismatch to notify
you whether they will take action to resolve the mismatch.

e If your employee does not give you their decision by the end of the 10th federal government
working day after E-Verify issued the mismatch, then you close the case.

The next screen walks you through the mismatch process in detail.
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Begin the TNC Process

When E-verify provides 2 case result of 554 or DHS Tentative No

start the TNC process when you dick 'Continue’ from

ET T ..

IMPORTANT: & TNC does NOT necessarily mean that

emplayee is not authorized to wark in ted States. Your client MUST provide

the employee the opportunity to contest a TNC. You and/or your dient may not take adverse act

nst an employee because of the TNC

or while the employee’s case is pending

Next Exit Lesson Lesson3 Page fiof 17

Mismatch - Begin Mismatch Process

If E-Verify provides a case result of DHS and/or SSA mismatch, you will begin the mismatch process. The
next screens take you through the steps listed below:

The next screens take you through the steps listed below:
¢ Notify Employee of Mismatch

e Confirm Employee Decision

e Refer Employee or Close Case

e Check for Case Status Updates

IMPORTANT: A mismatch does NOT necessarily mean that the employee is not authorized to work in
the United States. You MUST provide the employee the opportunity to take action to resolve the
mismatch. Employers may not terminate, suspend, delay training, withhold or lower pay, or take any




other adverse action against an employee because of the mismatch, until the mismatch becomes a Final
Nonconfirmation.

EVerify Resources v e v v

Notify the Employee of the TNC - Further Action Notice

o by selecting the check box | have notified
this employee of the TN

INOTE: A sample of the Further Action Notice is availzble any time you log into E-verify under “View Essential Resources, accessible on your
user home page.

Mismatch - Notify the Employee of the Mismatch and provide the Further Action Notice

The first step is to notify your client’s employee of their mismatch result as soon as possible within the
10 days.

To notify the employee, follow these steps:

e Select a language to print the Further Action Notice and click Download Further Action Notice.
e Send the Further Action Notice to your client and instruct them to review the Further Action Notice

=l - temend a7 privately with the employee.
NOTE: A sample of the Further Action Notice is available any time you log into E-Verify under View
Essential Resources, accessible on your user home screen.

EVerify - - - I o or Agent Uses v

Confirm Employee Decision

The next step is to confirm the empleyee's decision to contest or not contast the THC.

Ensure that the employer and the employee
Further Action Notice,
instruct the employer to give the emp the signed Further Action Notice
in English and attach the

=l - B

Mismatch — Confirm Employee Decision

The next step is to confirm the employee's decision to take action to resolve the mismatch or not take
action to resolve the mismatch.

The employee chooses whether they will take action or not to resolve the mismatch and acknowledges
this decision on the Further Action Notice.

To confirm the employee's decision:

e Instruct the client to have the employee indicate on the Further Action Notice whether they will
take action to resolve the mismatch or not.

e Ensure that the client and the employee sign and date the English version of the Further Action
Notice.

e Instruct the client to give the employee a copy of the signed Further Action Notice in English and
attach the original to the employee's Form [-9.

e If your client’s employee chooses to take action to resolve the mismatch, instruct your client give
the employee the Referral Date Confirmation. The Referral Date Confirmation provides the date by
which the employee must call DHS and/or visit SSA. The employee should bring the Further Action
Notice when they visit a SSA field office.

e If your client’s employee chooses to not to take action to resolve the mismatch or does not give you
their decision by the end of the 10th federal government working day after E-Verify issued the
mismatch, then you close the case and may terminated the employee.




A sample of the Further Action Notice is available in View Essential Resources.

EVerify o com u s e © crocus s v Mismatch - Refer Employee or Close Case h
Refer Employee or Close Case e Ask the employee if they choose to take action to resolve the error and correct the data mismatch
e m—— [==— or not and indicate their choice. ==
CONTT o et Sk b s | o The employee chooses to take action to resolve this case.
. o The employee chooses not to take action to resolve this case.

This starts the 8 Federal Government working days that the employee has to visit an =
554 field office or contact DHS. ° -~

NOT CONTEST: He or she acknowledges that the employer may terminate
employment.

e Indicate the employee’s decision below:
o The employee will take action to resolve this E-Verify case. The employee understands that
IMPORTANT: Gy NCT ke s i gt o becse o e THC il e e s e TG action must be taken by {date will auto populate}.
o The employee will not take action to resolve this case. The employee understands that this
cannot be undone and choosing not to take action could result in termination of
employment.

o The information entered was not correct. | am choosing to close this case.

Click ‘Close Case.’

e Click Continue or Save & Exit.

IMPORTANT: In some cases, when you refer the case, E-Verify will prompt you to provide a copy of the
employee's photo document. This is discussed on the next slides.

E-Verify Photo Matching Overview

E-Verify photo matching will prompt the E-Verify user to compare the employee’s photo document with
a photo displayed during creation of the E-Verify case. This helps ensure that the document the
employee provided for Form [-9 matches records available to DHS.

The four List A documents that will trigger photo matching are:
e U.S. passport;

e U.S. passport card;

e Permanent Resident Card (Form I-551);

e Employment Authorization Document (Form 1-766).

When the employee presents one of these documents, employers must copy the front and back of the
document (or in the case of a U.S. passport, copy the Passport ID screen and the Passport Barcode page)
and retain the copies with Form I-9.




E-Verify Photo Matching — Process

To match photos, compare the photo displayed by E-Verify to the photo on the employee’s actual
document or a copy of the employee’s document and determine if the photos are reasonably identical.
The photos should be identical with only minor variations in shading and detail based upon the age and
wear of the employee’s document.

Do not compare the photo displayed by E-Verify to the actual employee. Employers should have directly
compared the photo on the document to the employee during Form 1-9 completion and prior to
creating the E-Verify case. Photo Matching - Process Overview provides a summary.

Everity o o o o - RS E-Verify Photo Matching — Review Case

Submit Copy of Photo Documents

You will be asked if the photo displayed in E-Verify matches the photo displayed on the employee’s
document. You will check the appropriate answer:

ployee's Form 1-9 photo document with the photo displayed in
of th orm 19 phote document

e Yes, this photo matches - The photo on the employee's actual document or copy of the
document matches the photo displayed by E-Verify. Clothing, hair style, facing direction and
appearance on the card should be identical to the photo displayed by E-Verify;

¢ No, this photo does not match - The photo on the employee's actual document or copy of the
document does not match the photo displayed in E-Verify; or

¢ No photo displayed - No photo was displayed for the E-Verify user to compare with the
employee’s document provided. This option should be selected when E-Verify either displays no
photo or it displays an image of something other than a photo of a person, such as an image of
a document.

E-Verify Photo Matching — Case Results

e For most documents presented, E-Verify requests an image of both the front and back. If the
document is a U.S. passport or passport card, E-Verify will request an image of the Passport ID screen
and the Passport Barcode screen.

e [f you select No, this photo does not match or No photo displayed, E-Verify prompts you to upload a
photo of your employee’s document and click Continue.

e |f you do not make a selection and click Continue to Case Results, the case will receive a status of
Photo Matching Required. See Section 4.2 Case Alerts and View/Search Cases for guidance on how to



https://www.e-verify.gov/employers/verification-process/photo-matching

search for and view existing cases in E-Verify. If you select Save & Exit, any uploaded documents will
not be saved and must be uploaded again.

Click Continue or SAVE & EXxit.

Each case result requires different actions or steps to continue or close the case. These actions are
outlined in each case result section throughout this manual.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more information.

E Verify ) ks | e 5 e 4

Referred Employee

IMPORTANT: The employee must present a copy of the signed Further Action Notice to 554 if he or she chooses to visit an 554 field office,

Mismatch — Referred Employee

Once the client informs you the employee has chosen to take action to resolve the case and you
indicate the employee will take action to resolve this case in E-Verify, print the Referral Date
Confirmation and send it to the client.

Instruct your client to provide the Referral Date Confirmation to the employee.

The Referral Date Confirmation informs the employee that the case is referred and provides the
employee the date by which they must contact DHS and/or visit an SSA field office.

IMPORTANT: The employee must present a copy of the signed Further Action Notice to SSA if they
choose to visit an SSA field office.



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
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TNC Process Summary

Belowris a summary of actions required of you, your client and the employse during the TRC process.

YOUR ACTION

m Exit Lesson Lesson 3 Bag

Mismatch Process Summary

Below is a summary of actions required of you, your client and the employee during the mismatch
process.

YOUR ACTION

Notify your employee of their mismatch result as soon as possible within the 10 days in private.
Confirm employee's choice to take action to resolve the case or not.

Instruct employee to sign and date Further Action Notice.

Keep original signed Further Action Notice on file with Form I-9.

If employee chooses to take action to resolve the case, refer employee.

Print the Referral Date Confirmation and provide it to the employee.

If prompted, attach and upload a copy of employee's Form I-9 photo document (front and back)
to E-Verify.

If your employee does not give you their decision by the end of the 10th federal government
working day after E-Verify issued the mismatch, then you close the case and may terminate the
employee.

THE CLIENT'S ACTION

Review the Further Action Notice privately with the employee as soon as possible within 10 federal
government working days after E-Verify issued the mismatch case result.

Have the employee indicate whether they will take action to resolve the mismatch on the Further
Action Notice.

Instruct employee to sign and date Further Action Notice.

Sign and date the Further Action Notice after your employee has indicated their choice.

Provide copy of signed Further Action Notice to employee.

Keep original signed Further Action Notice on file with employee's Form I-9.

Send a copy of the Further Action Notice to the E-Verify employer agent.

If the employee chooses to take action to resolve the mismatch, provide them with the Referral
Date Confirmation.

THE EMPLOYEE'S ACTION

Notify your employee of their mismatch result as soon as possible within the 10 days in private.

e Confirm employee's choice to take action to resolve the case or not.

e |nstruct employee to sign and date Further Action Notice.

Keep original signed Further Action Notice on file with Form I-9.

If employee chooses to take action to resolve the case, refer employee.

Print the Referral Date Confirmation and provide it to the employee.

e If prompted, attach and upload a copy of employee's Form 1-9 photo document (front and back)
to E-Verify.




e |f your employee does not give you their decision by the end of the 10th federal government
working day after E-Verify issued the mismatch, then you close the case and may terminate the
employee.

[ ]
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Check for Case Status Updates

NOTE: You can search for the casz using “Search Cases’ on the left navigation menw

Mismatch - Check for Case Status Updates

Once your client informs the employee that the case is referred, you have completed the mismatch
process.

Check E-Verify periodically for a change in case result. Your next step is determined by the case result
provided.

You or your client may NOT ask the employee for additional evidence or confirmation that DHS and/or

SSA resolved their case. Pt
NOTE: You can select Cases to search for your case.
EVorlly  ome oo O pevors e v © rei s st v Delete OBE

Review and Update Employee Data

E-\siy provi
the information from

iew and Updatz Employe when 554 finds a discrepency in
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DHS Verification in Process

= both an initial and interim
tically sends this cass

nt werking days with an updated case resuit
ome page

cally for a changs in case result Your next step is determined by the
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E-Verify Case Result - E-Verify Needs More Time

A case result of E-Verify Needs More Time is both an initial and interim case result and does not require
action by you.

DHS could not immediately verify the data and needs more time. E-Verify automatically sends this case
to DHS for further action. No action is required until further notice from E-Verify.

DHS usually responds within 3 federal government working days with an updated case result through
Case Alerts on your E-Verify user home screen.

(X" ]




Check E-Verify periodically for a change in case result. Your next step is determined by the case result
provided.

ted an 334 fiald
nal case result.

N your user home page.

determined by the

e Srpipee T S

= adverse action again
r because the employess

: panding with DHS or S5A.

E-Verify Case Result - DHS and/or SSA Case In Continuance

A DHS or Case in Continuance means that the employee has contacted DHS or visited an SSA field office,
but more time is needed to determine a final case result.

The reason DHS or SSA needs more time varies with each situation.

E-Verify provides a case result update through case alerts on your user home page.

el ——— &

ExtLasin teson3 e tect 7 Check E-Verify periodically for a change in case result. Your next step is determined by the case result
provided.
IMPORTANT: You may not terminate, suspend, delay training, withhold or lower pay, or take any other
adverse action against an employee because of the mismatch or because the employee’s case is
pending with DHS and/or SSA, until the mismatch becomes a Final Nonconfirmation.

E Verify Home Coses  Client eports  Resources ¥

Summary

Congratulations! You have completed Lesson 3 of the Program Administrater Tutarial for E-Verify Employer
Agents. You should now be able to:

Complete an SSA and DHS Tentative Nonconfirmation
Recognize interim case results

Describe E-Verify interim case results: Review and Update Employee Data, DHS Verification in Process
and SSA/DHS Case in Continuance

ot Loz ST
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Summary

Congratulations! You have completed Lesson 3 of the Program Administrator Tutorial for E-
Verify Employer Agents. You should now be able to:

Complete an DHS or SSA Tentative Nonconfirmation (Mismatch)
e Recognize interim case results

e Describe E-Verify interim case results:
o E-Verify Needs More Time; and
o DHS or SSA Case in Continuance
e Complete Photo Matching Process
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Lesson 4: Complete the
Verification Process

Complete the Verification Process

Final Case Results
Cloze Case

=0s L

"
Case Alerts

Current Update

Updated Content

Lesson 4: Complete the
Verification Process

fication Process

Lesson 4: Complete the Verification Process

e Complete the Verification Process
e Final Case Results

e C(Close Case

e Case Alerts

E Verify Home Cases Clients Reports  Resources v @ Employer Agent User v

Complete the Verification Process

Welcome to Lesson 4 of the Program Administrator Tutorial for E-Verify Employer Agents. In this lesson, you
will learn about the E-Verify topics listed below:

Final Case Results
Close Case

Case Alerts

m Exit Lesson Lesson4 Page10f13

U.S. Department of Homeland Security  U.S. Citizenship and Services Accessibility Plug-ins Sitemap

Complete the Verification Process

Welcome to Lesson 4 of the E-Verify Program Administrator
Tutorial. In this lesson, you will learn about:

e Final Case Results
e C(Close Case
e C(Case Alerts




EVerify Home Coses Clients Reports  Resources v @ Emploger Agent User v

Tutorial

Learning Objectives

pleting this lesson, you should be able fo

Learning Objectives
Upon completing this lesson, you should be able to:

e Recognize final case results

- R e Complete the verification process
— P — ¢ |dentify each case alert

%0

EVerify Home Coses Clents Reports  Resources v @ Emplover Agent User v

Final Case Results

Final Case Results

A final case result means that the case is ready to be closed. You
must close every case to complete the E-Verify process.

Final case results include:

e Employment Authorized

e DHS Final Nonconfirmation
E— s s e e SSA Final Nonconfirmation

e Close Case and Resubmit

The next screens discusses each case result in detail.
EVerify  rome coms  Ciews  epors  Resouces v © Erpioer dgent User v

Employment Authorized

“Employment Authorized: is the most common initial case result; it is also a final case result. it means
that the employee's information matches with DHS and/or SSA records. Its that easy!

Vour next step is to record the case verification number on the employee's Form I-9 and/or print a copy
of the case details and file them with the employee's Form 1-9.

Then, simply close the case in E-Verify! After you close the case, you have completed the verification

process!
B3 oo Lesson 4 page 40713
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Final Case Results - Employment Authorized

Employment Authorized is the most common initial case result; it
is also a final case result. It means that the employee's
information matches with offical government records. It's that
easy!

Your next step is to record the case verification number on the
employee's Form |-9 and/or print a copy of the case details and

file them with the employee's Form I-9.

E-Verify automatically closes cases that result in Employment
Authorized.

Lesson 4 discusses the steps required to close a case.
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SSA/DHS Final Nonconfirmation

An SSA or DHS 'Final Nonconfirmation' case result means that E-Verify cannot verify an employee's
employment eligibility after an employee has contacted DHS or SSA. It can also mean that the
employee did not visit an SSA field office or contact DHS within 8 Federal Government working days

Your client may terminate employment based on a case result of SSA or DHS Final Nonconfirmation
with no civil or criminal liability as noted in Article Il Section C - Responsibilities of the Employer (#6) in
the MOU.

The next step is to close the case in E-Verify. After you close the case, you have completed the
verification process

REMINDER: You may not ask the employee for additional evidence or confirmation that SSA or DHS resolved
his or her case.

Final Case Results - DHS or SSA Final Nonconfirmation

A DHS or SSA Final Nonconfirmation case result means that E-
Verify cannot verify an employee's employment eligibility. If the
employee chose to try to resolve a mismatch, it can also mean
that the employee did not contact DHS or visit an SSA field office
within 8 federal government working days.

You may terminate employment based on a case result of DHS or
SSA Final Nonconfirmation.

The next step is to close the case in E-Verify. After you close the

§ Varaty

R oo tomon® aaera case, you have completed the verification process.
REMINDER: You may not ask the employee for additional
evidence or confirmation that DHS or SSA resolved their case.

EVany. = Bk e S OFsseile Close Case
e ke Closing a case is the last step in the E-Verify process. To close a

=l - P

case, first click Close Case and then follow these steps:

e Select the statement indicating whether or not you will
continue to employ this individual.

e If you select the option indicating you will continue to
employee this individual, you must provide the reason why.
Type the reason in the text box provided.

e If you select the option indicating that neither of the above
applies and you are closing this case for a different reason,
you must select the reason you are closing the case.

e If Other is selected as the reason, you must type the reason
in the text box provided.

e After you've typed a reason, click Close Case.

e E-Verify displays an alert indicating the case was successfully
closed.

e Click View/Print Case Details and either record the E-Verify
Case Number on the employee's Form I-9 or click Print
Information to print and attach a copy of the case details to
the Form I-9.

Click Create New Case to create a new case or click Continue to

be redirected to view all your cases.
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Tutorial

DHS No Show

A"DHS No Show means that the employee did not contact DHS wiithin the 8 Federal Goverment working

days and, therefore, E-Verify cannot verify the employee’s employment eligibiiy.

Vour client may terminate employment based on a case result of SSA or DHS Final Nonconfirmation with no
civil or criminal liabilty as noted in Article II, Section C - Responsibilites of the Employer (#6) in the MOU.

The next step is to close the case in E-Verify. After you close the case, you have completed the verification
process

Delete OBE

US. Department of Homeland Security S, Citizenship and Immigration Services Accessiility Plug:ins ~Sitemap
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Error: Close Case and Resubmit

A case result of Error: Close Case and Resubmit' means that the expiration date entered for the employee’s
US. Passport, Passport Card or driver's license is incorrect.

A new case must be created for this employee. To do this, simply close the case and create a new case for this
employee using the correct document expiration date.

This does not mean that the employee is not authorized to work. E-Verify will verify the employment eligibility
of this employee once you create a new case and enter the correct document expiration date.

A case result of Close Case and Resubmit means that the
expiration date entered for the employee’s U.S. Passport,
Passport Card or driver’s license is incorrect.

A new case must be created for this employee. To do this, close
the case and create a new case for this employee.

This does not mean that the employee is not authorized to work.

E-Verify will verify the employment eligibility of this employee
once you create a new case.

&0
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Case Alerts

E-Verify Case Alerts are found on your user home page. This feature is designed to bring
your attention to cases that need your action,

When you log into E-Verify, Case Alerts may inform you of one of the following:

Open Cases to be Closed
Cases with New Updates

Work Authorization Documents Expiring

Each Case Alert indicates the number of cases that require your attention by a number in a
red circle on the alert. Each Case Alert can be accessed by a simple click

The next screen discusses each Case Alert in detail.

Case Alerts
Case alert boxes with important information about your cases
appear under the welcome banner:

e Cases to be Closed

e Cases with Updates

e Cases with Expiring Authorization Docs
e Recently Auto-Closed Cases

To view the updates, click the blue box in each case alert.

The next screen discusses each case alert in detail.

Cates with Eapr
Aytharization Docs
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B e Case Alerts - Cases to be Closed

Case Alerts - Open Cases to be Closed Any case created in E-Verify and assigned an E-Verify case
Any case created in E-Verify and assigned a case verification number must be closed.
number must be closed.

The ‘Open Cases to be Closed Case Alert provides quick access to all cases that need to
be closed.

Features of this tab include:

Sort cases by: status, last name, first name, case number or hire date

: _ The Cases to be Closed case alert provides quick access to all
A quick link to each case by clicking on the case number { e 7 >,
Option to view up to 100 cases per page cases that need to be closed z o ©

Pasantiy Aiie-
- Features of this screen include:
Dot ol Sty 15 st s S sty g St e Search: Employee Name, Case Number, Alien Number, Social

Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

EVerify  rome Coms Ciows  Resots  Resouces v © Erplouer agent ser v Case Alerts — Cases With Updates
Case Alerts - Cases with New Updates The Cases with Updates case alerts provides quick access to all

The ‘Cases with New Updates' Case Alert is a quick link to all cases that have had a change
in case result

open cases that have had a change in case result.

Allinterim cases must receive a final result and be closed. This Case Alert is an easy way to
manage these cases.

Features of this tab include:

‘ = All interim cases must be closed. This case alert is an easy way to
Sort cases by: status, last name, first name, case number or hire date [ Bra™ 1 5
manage these cases. ., 3 %

Option to view up to 100 cases per page

Cones with Espring e
Auioration Do

e Each case status is highlighted and you can click Continue Case

button to resume.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page




You can also click Create New Case from this screen.
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Case Alerts - Work Authorization Docs Expiring

The ‘Work Authorization Docs Expiring’ Case Alert is just a notification that an employee's
Employment Authorization Document (Form 1-766) or Arrival/Departure Record
(Form 1-94) is expiring and to remind you to re-verify the employee by updating Section 3

of Form 1-9. The employee cannot be re-verified in E-Verify.

This is simply a reminder: no action s required in E-Verify. You can dismiss each alert by
selecting ‘Dismiss Alert.

This alert will only appear if the document the employee presented for the original
E-Verify case was either an Employment Authorization Document (Form 1-766) or an
Arrival/Departure Record (Form 1-94).

Features of this tab include:

Sort cases by: last name, first name, case number, hire date, expiration date or
days to expiration
A quick link to each case by clicking on the case number

Option to view up to 100 cases per page

Case Alerts — Cases With Expiring Authorization Docs

The case alert is a notification that an employee's Employment
Authorization Document (Form I-766) or Arrival/Departure
Record (Form 1-94) is expiring and to remind you to re-verify the
employee by updating Section 3 of Form I-9. The employee
cannot be re-verified in E-Verify.

This is simply a reminder; no action is required in E-Verify. You
can dismiss each alert by selecting Dismiss Alert.

This alert will only appear if the document the employee
presented for the original E-Verify case was either an
Employment Authorization Document (Form 1-766) or an
Arrival/Departure Record (Form 1-94).

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

Cates with Eaxparing

Authorization Docs




Case Alert - Recently Auto—Closed Cases

The Recently Auto-Closed cases case alert provides quick access
to all cases that were automatically closed after receiving an
Employment Authorized result.

This is notification your case was closed. Be sure to record the
case information as required on Form -9 or print the case details

page.

Canen witn bndates Saaes with Expring
AutPorization Docs

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

Summary

Congratulations! You have completed Lesson 4 of the Program
Administrator Tutorial for E-Verify Employer Agents. You should
now be able to:

e Recognize final case results
%0 e Complete the verification process
e Identify each case alert
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& LESSON COMPLETED

Lesson 5: Program Administrator
Account Administration

Program Administrator Account Ad ]

Qverview of User Roles
Create a Password

MNavigation Menu

Manage My Clients
Manage My Company

Reports
Current Update Image
Lesson 5: Program Administrator Account

Lesson 5: Program Administrator
Account Administration

Proggram Adménistrator Account Admigsstration

Administration
e  Program Administrator Account
Administration
e Overview of User Roles
e C(Create a Password
e Navigation Menu
e Manage Clients
e Manage Company
e Reports
{Review Lesson 5}
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Program Administrator Account
Administration

Welcome to Lesson 5 of the Program
Administrator Tutorial for E-Verify Employer
Agents. In this lesson, you will learn about:

e Overview of User Roles

e Create a Password

¢ Navigation Menu

e Manage Clients

e Manage Company

e Reports

Coned 1o be Closed as0n with Undaves

Canes. with Expring
Authorization ook
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Learning Objectives

Learning Objectives

Upon completing this lesson, you should be
able to:

=3l - o e Understand the role of program
administrators in support of your
company's, or entity’s, users
e Recognize requirements to create a
password
e Use your navigation menu
e Manage the information in My Clients and
My Company
E Verify " o

Overview of User Roles
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Overview of User Roles

A user role determines the functions and
permissions you have when you log into E-
Verify. There are 2 user roles:

e General User
e Program Administrator

E Veerify - a

Program Administrator

Program Administrator

You are registered as a program
administrator. Every E-Verify participant is
required to have at least one program
administrator.

As a program administrator, you:
e Create and manage cases in E-Verify
¢ Add and delete user accounts




e Create and manage client accounts

e Oversee cases created by the company’s
or entity’s users

o Create reports

e Update profile information

e Unlock passwords for your user(s)

This lesson provides additional detail on how
to perform the functions listed above.

EVerify . o

Create a Password
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Program Administrator - Create a Password

The first time you log in to E-Verify, you are
prompted to change your password.

Passwords are case-sensitive, different from

the assigned user ID, and have the password

requirements below to create a new

password.

e Atleast1 letter

e At least 1 number, not as the first or last
character

e At least 1 special character from the
following! @ $% * ()?:;{}+-~

e Does not contain an invalid special
character

e Notidentical to the User ID

e Password length between 8 and 14
characters

¢ No more than two consecutive characters
from the prior password.

Example: IL'keH20

IMPORTANT:

e If you think your password has been
compromised, you must change your
password immediately. To change your
password, access the user profile options
from the drop-down menu under your




username in the top right corner of the
account.

EVerify - 0

Tutoricl

Create a Password (continued)
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Program Administrator — Password Hints
Password should not:

e Contain any dictionary word

e Contain any proper noun or the name of
any person, pet, child, or fictional
character, nor any employee ID number,
Social Security number, birth date, phone
number or any information that could be
readily guessed about the creator of the
password

e Contain any simple pattern of letters or
numbers, such as “qwerty” or “xyz123”

e Contain any word, noun or name spelled
backwards.

IMPORTANT: You should NEVER share your
password. Every E-Verify user must have their
own unique user ID and password.
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Password Help
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Program Administrator — Password Help

If you try to log in with an incorrect
password three consecutive times, E-
Verify will lock you out.

o Ifyou are locked out, first try to
change your password using the
link Forgot Password on the user
log in screen.

o If you are unable to change your
password with Forgot Password
link, contact another program
administrator in your company or
entity.

Each user must create password
challenge questions.

o You will need to correctly answer
these questions to reset your
password if you ever forget it.

Important:

E-Verify will prompt you to change your
password every 90 days.

To comply with federal security
guidelines, USCIS is required to deactivate
any user ID that has not been accessed
within the past 270 days. A deactivated
user ID will not affect the status of your E-
Verify account.

Note:

Each user must have their own user ID
and password to access E-Verify and may
not share their user ID or password with
others.

You are responsible for any activity
associated with your user ID and
password.
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Navigation Menu
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Ciana Company

Program Administrator E-Verify Home Page -
Navigation Menu

Each time you log in to E-Verify you will see a
Welcome Back banner with your name and
company, or entity listed.

Case alert boxes with important information
about your cases are under the welcome
banner, including Cases to be Closed, Cases
with Updates, Cases with Expiring
Authorization Docs and Recently Auto-Closed
Cases.

Convenient quick links in gray boxes are
directly below the case alert boxes, including
Create New Case, Search Cases, View
Resources and Contact Us.

Below the quick links, you will find the E-
Verify News section that keeps you up to date
on the latest and greatest with E-Verify.

The next slides will help you become familiar
with the links found on your user home page.
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E-Verify Employer Agent Program Administrator - Navigation Menu
(continued)

The links above the welcome banner include:

- m Link Function
- | Home Employer Agent Home
P— Page
Cases e Search
e (Create New Cases
— Clients e Search
—— - — e Terminate Cases
ot Fri gt s ot e Add New Company
e e s s e Reports e Run Quick Audit
Report
[ [ ot Resources e View Essential
Resources
e Take Tutorial
e View User Manual
e E-Verify News
e Contact Us
Account e Company Account
Options e User Account
e LogOut

Navigation Menu — Case Alert Boxes

Case alerts boxes are located below the
welcome banner:

Link Function

Case Alert e The case alert boxes
bring attention to cases
that need action or
provide important
information regarding
your cases.

Casestobe | e Any case created in E-
Closed Verify and assigned an




E-Verify case number
must eventually be
closed.

The Cases to be Closed
case alert provides quick
access to all cases that
need to be closed.

Cases with
Updates

All open cases that have
had a change in case
result.

All cases must
eventually be closed.
This case alert is an easy
way to manage these
cases.

Click Continue Case to
take action.

Cases with
Expiring Doc

This is simply a
reminder; no action is
required in E-Verify.
This alert will only
appear if the document
the employee presented
for the original E-

Verify case was either an
Employment
Authorization Document
(Form I-766) or an
Arrival/Departure
Record (Form 1-94).

Recently
Auto —
Closed
Cases

The Recently Auto-
Closed cases case alert
provides quick access to
all cases that were
automatically closed
after receiving an
Employment Authorized
result.




e This is notification your
case was closed. Be sure
to record the E-Verify
case number as required
on Form I-9 or print the
case details page and
attach it to the Form I-9.

Navigation Menu — Quick Links and E-Verify
News

Quick Links and E-Verify News are located
below the case alert boxes:

Quick Link Function

Create New e Create new E-Verify

Case cases

Search Cases e Search Cases

View Resources | e Access E-Verify
Resources

Contact Us e Contact E-Verify

E-Verify News e Stay up to date with
the latest E-Verify
News

£ Verify - a "

Manage My Clients

E-Verify Employer Agents - Manage Clients

As a program administrator for an E-

Verify employer agent, you manage important
information about your clients from the
Clients navigation menu option.

On the Clients Company screen you can:
e Search and View Existing Clients

e Close Company Accounts

e Add New Client

The next screens discuss each link in detail.
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My Clients - Add Mew Client

Manage Clients — Add New Client

Both general users and program
administrators for E-Verify employer agents
can add new clients.

Click Client and select Add New Company.

From the Add New Client screen enter:
e Company Category

e DBA
e EIN
e UEI

DUNS number

e Number of employees
e NAICS code

e Click Save & Continue

An email is sent to the MOU signing authority
that was assigned during enrollment. Your
client will need to electronically sign their
MOU once the client receives the email. The
client has 7 federal business days to view, sign
or decline the MOU. If the client accidentally
declines the MOU or the link expires, you can
resend the request for the client to sign the
MOU.

For more information, review the E-
Verify User Manual for E-Verify Employer
Agents found in View Essential Resources.
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My Clients - View Existing Clients
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Manage Clients — Edit Client Information

The Clients page allows you to do the
following:

e Display all client companies

e Edit client company information
e Reject Enrollment

e Resend MOU Email

e View MOU

e Upload MOU signature page

e Close Client Company

IMPORTANT:

e Before you can create and manage cases
in E-Verify, the MOU must be
electronically signed or manually
uploaded. The next screen provides
additional information.

e Instructions on how to navigate each
function is detailed in the E-Verify User
Manual for E-Verify Employer Agents
located in View Essential Resources.

£ varety
Sy Ly S
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‘Wiew Existing Clients - Upload MOU Signature Page

Delete - covered under ‘Manage Client — Add
New Client’

E verity [y —

My Company Profile

b e
EVorify ¥ o " Program Admininstrator - Manage Company | | &veriy o . . e .

Tutorial

Manage My Company

Account

As a program administrator, you manage
important information about your company
and users with the Company Account
navigation feature. This feature includes:

e Edit Company Profile
e Mange Users
e (Close Company Account

The next screens provide additional
information.

® o =

Coses with Expiring
Authorization Docs

Coses o be Cloted

Coses with Updates

@ Croats New Case D, SemrchCases ¥ Vew Ressurcrs

Recantly Auto-
Closed Cases
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& Contact Us
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Edit Company Prefile

Manage Company Account - Edit Company
Profile

The Company Profile screen allows you to
view and/or edit the current information
entered when your company enrolled in E-
Verify.

= Click the edit option under the section you
wish to modify.
m - .
To view your memorandum of understanding,
click View Current MOU.

Ddit Sonpones Profile (oo temsed)

Manage Company Account — Edit Company
Profile Fields Table

On your client company screen, you can
update any of the fields outlined in the table
below:

FIELD NAME DESCRIPTION
Company Company/entity enrolled
Name in E-Verify.

The Doing Business As
(DBA) Name is the name
under which a
company/entity
operates. The DBA is
visible to the public, but
is not the legal,
registered name of that
organization.

Doing Business
As (DBA) Name

An Employer
Identification Number
(EIN) is also known as
the Federal Tax
Identification Number
and is used to identify a

Employer
Identification
Number (EIN)




business entity. An EIN is
required for an employer
to enroll in E-Verify.
Employers who do not
have an EIN can apply
online with the IRS to
receive an EIN
immediately.

Unique Entity
Identifier (UEI)

A UEl is a 12-digit
alphanumeric identifier
that is provided by
SAM.gov to all entities
who register to do
business with the federal
government. Learn more
about the UEL

DUNS Number

A DUNS number is a
unique, 9-digit identifier
issued and maintained
by Dun & Bradstreet that
can help verify the
existence of a business
entity. Learn more about
the DUNS Number.

Total Number
of Employees

Indicate total number of
company/entity
employees from 1 to
10,000 and over.

NAICS Code(s)

The North American
Industry Classification
System (NAICS) classifies
businesses by industry to
collect, analyze, and
publish statistical data
related to the U.S.
business economy. A
three-digit NAICS code is
required for an employer
to enroll in E-Verify.



https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://sam.gov/content/duns-uei
https://sam.gov/content/duns-uei
https://www.dnb.com/duns-number.html
https://www.dnb.com/duns-number.html

Employer Category that best

Category describes your
organization.

Physical Location where cases are

Address created.

Mailing Company's/entity’s

Address mailing address. If this
address is different from
the physical location, use
this field to make the
necessary changes.

Hiring Sites A hiring site is the
location where
employees are hired and
they complete Form I-9.

EVerify 3 a :

Edit Company Profile - Point of Contoct

Manage Company Account - Edit Company
Profile — Point of Contact

You must have at least one person in your
company assigned as a point of contact for E-
Verify.

The MOU signatory will be added on your
accounts during the enrollment process as the
point of contact on the E-Verify account.

To update the point of contact, follow the
steps outlined in the E-Verify User Manual
for E-Verify Employer Agent found in View
Essential Resources.

E Verify - o -

Edit Company Profile - Updote KAICS Code

Delete — covered under ‘View Existing
Clients’
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Edit Company Profile - Update NAICS Code (continued)

e

Delete — covered under ‘View Existing
Clients’

| - [ e— FP—
EVorify . - - o : Manage Company Account — Edit Hiring Sites E Verdty o
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As a program admininstrator, you can manage
your company’s, or entity’s, list of hiring sites.

From Company Account, click Company
Profile.

From the Company Profile screen select Edit
Hiring Sites.

Review the Total Hiring Sites section and
select the hiring site to be edited. You can
review, edit or delete an existing hiring site.

Select Add Hiring Site and enter the street
address, city, state, and zip code and click Add
Hiring Site to add your hiring sites one at a
time.

OR

Select Bulk Upload to add multiple hiring sites
by uploading a file. The bulk upload function
allows you to add multiple hiring sites by
uploading a file.

For more information review the E-Verify
User Manual found in View Essential
Resources.

Edit Hiring Sites
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Add New User

Manage Company Account — Add New User

Enrolled accounts can assign their users with
different permissions and functions.

There are two types of users: Program
Administrators and General Users.

You can also create Web Services credentials
that will provide developer access to a suite of
features that can be integrated into
proprietary software.

To review more detailed permissions of the
user roles and Web Service access, please
read more here.

When they open the drop-down menu under
User Role, Web Services Access is also an
option

Enter the user information including the email
address, last name, first name and phone
number and click Next.

E-Verify will automatically generate an Access
ID for the user. Users may accept the system
generated access ID or create their own. To
accept the system generated ID, they click
Submit New ID.

To create their own user ID, delete the system
generated user ID and type a desired user ID.
The user ID must be exactly eight
alphanumeric characters (letters and
numbers) and is not case sensitive.

When they are finished, click Submit New ID.

[ ey "
User
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View Existing Users

—— — AT
From Company Account, Click Manage Users.
aff - B¥ -
The Users page allows you to manage your 8 Users Found o amea |
users’ accounts. — T —— i -
| s |
You can: [ ===
o View Web Services Access and Add
Access;
e Search by User ID, First and Last Name;
e  Filter by User Roles and/or User Status;
e View users whose password change is
required or is pending reactivation;
e Edit user information; and/or
e Delete users.
You can also add users by clicking + Add User.
Fvorty > >

Manage Company Account — Manage Users

Manage Users allows you to view, search and
maintain the general users and program
administrators assigned to your company or
entity.

View Existing Users - Reset User Password

Delete now on View Existing Users




Close Company Account

Manage Company Account — Close Company
Account

As a program administrator, you can close
your company's, or entity’s, account with E-

Terminate My Company Account

A PO —— R——

=l - p— Verify. r:'_-*““
From the Close Company Account page: !
[ Syl By W
Review the information about the company’s
or entity’s account to be closed (termination),
note the prepopulated account closure St bt st
request date, provide account closure request
reason, and click Next. -
If you do not want to request closure of for e
this account at this time, click Cancel. -
adciil ° Reports EVarty - o
. L LT
eports
On the home page, above the welcome
banner, Click Reports. °
Select the report you want to create from the
=l - i options available.

A description of the report is provided on the
report screen.

For more information review please review
the E-Verify User Manual.

Run Reports

[ b e o gt



https://www.e-verify.gov/e-verify-user-manual
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Summary

Congratulations! You have completed Lesson
5 of the Program Administrator Tutorial for E-
Verify Employer Agents. You should now be
able to:

e Understand the role of program
administrator in support of your
company's, or entity’s, users

e Recognize requirements to create a
password

e Use your navigation menu

e Manage the information in clients and
company account information
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Welcome to the E-Verify Tutorial

This tutorial is designed for program administrator E-Verify
Employer Agents of Federal Contractors that participate in
E-Verify.

In this section, you can review any of the completed tutorial
lessons or retake the knowledge test that was required to
start using E-Verify. This tutorial covers the following topics:

Lesson 1: Introduction

Introduction

E-Verify Background and Overview

Federal Contractor and E-Verify Employer Agent Overview
Privacy Statement and Guidelines

Rules and Responsibilities

Civil Rights and Civil Liberties

Form I-9 and E-Verify

Verification Process Overview

{Review Lesson 1}

Lesson 2: Initial Verification
Initial Verification

E-Verify Home Page

Enter Form 1-9 Information
Initial Verification Results
{Review Lesson 2}

Lesson 3: Interim Case Results
Interim Case Results

Interim Case Results - Overview

DHS and/or SSA mismatches
E-Verify Needs More Time

DHS and/or SSA Case in Continuance
{Review Lesson 3}

Lesson 4: Complete the Verification Process
Complete the Verification Process
Final Case Results




Close Case
Case Alerts
{Review Lesson 4}

Lesson 5: Program Administrator Account Administration
Program Administrator Account Administration

Overview of User Roles

Create a Password

Navigation Menu

Manage Clients

Manage Company

Reports

{Review Lesson 5}

Each user must successfully complete the online E-Verify
tutorial before they can create or manage cases.

Lesson 1: Introduction

Introduction

Backsround and Ouverview

Privacy Statement and Guidelines

Civil Rights and Civil Liberties

Form |-9 and E-Ve:

Werification Process Overview

Lesson 1: Introduction

Introduction

E-Verify Background and Overview

Federal Contractor and E-Verify Employer Agent Overview
Privacy Statement and Guidelines

Rules and Responsibilities

Civil Rights and Civil Liberties

Form I-9 and E-Verify

Verification Process Overview

{Review Lesson 1}
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Introduction

Intreduction Welcome to Lesson 1 of the program administrator tutorial

W for E-Verify Employer Agents of Federal Contractors. In this
lesson, you will learn about:

Background and Overview
Privacy Statement and Guidelines

Rules and Responsibilities

e E-Verify Background and Overview

= emon e o7 e Federal Contractor and E-Verify Employer Agent
U.S. Dey y  U.S. Citizenship and Immigration Services Accessibility Plug-ins Sitemap overVieW
. e Privacy Statement and Guidelines

e Rules and Responsibilities

e Civil Rights and Civil Liberties
e Form I-9 and E-Verify

e Verification Process Overview

EVerify  rome coses  Clenis  Repots  Resources v © =rpiover Aent User v Learning objectives
Learning Objectives Upon completing this lesson, you should be able to:
Upon completing this lesson, you should be able to:
ooy e e e i el i e Describe the background and overview of E-Verify, the
Recognize Civil Rights and Civil Liberties .
o o - procece e ey et £ty Federal Contractor and the E-Verify Employer Agent
Recognize the verification process and case results
e Carry out and comply with rules, responsibilities and
= U 'guideline's for protecting privacy and personal
information
U.S. Department of Homeland Security U.S. Citizenship and Immigration Services Accessibility Plug-ins Sitemap . ReCOgnize Civil Rights and Civil Li be rties
¥ e Recognize Form I-9 procedures and how they relate to
E-Verify

e Recognize the verification process and case results
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Tutorial

Background and Overview

In 1996, Congress passed the lllegal Immigration Reform and Immigrant Responsibility Act (IIRIRA), which required E_verify

the Social Security Administration (SSA) and U.S. Citizenship and Immigration Services (USCIS), formerly the
Immigration and Naturalization Service (INS), to initiate an employment verification pilot program,

Under the U.S. Department of Homeland Security (DHS), USCIS operates the E-Verify program, previously referred to
as the Basic Pilot Program. E-Verify implements the legal requirements of IIRIRA by allowing any U.S. employer to
electronically verify the employment eligibility of ts newly hired employees.

Exit Lesson Lesson 1 Page 3of 27
S. Department of Hom rity US. Citizenship and Immigration Services. Accessibility Plug-ins Sitemap
7

E-Verify Background

In 1996, Congress passed the lllegal Immigration Reform
and Immigrant Responsibility Act (IIRIRA), which required
the Department of Homeland Security (DHS) and Social
Security Administration (SSA) to develop an employment
eligibility confirmation process now known as E-Verify.

The Federal Acquisition Regulation (FAR) final rule requires
that as of September 8, 2009, federal contractors with
contracts containing the FAR E-Verify clause must use E-
Verify as a condition of their contract. Click FAR E-Verify
Clause: 48.C.F.R. 52.222-54 to learn more.

EVerify  rome  coe

Overviewl

E-Verify is a voluntary program for most employers, but mandatory for some, such as employers with federal
contracts or subcontracts that contain the Federal Acquisition Regulation (FAR) E-Verify clause.

E-Verify is an Internet-based system operated by the U.S. Department of Homeland Security (DHS) in
partnership with the Social Security Administration (SSA) that allows participating employers to electronically
verify the employment eligibility of their newly hired employee and/or employee assigned to a federal
contract,

U, Department of Homeland Security - US. Citizenship and Immigration Services Accessibility Plug-ins Sitemap

E-Verify Overview

E-Verify is an internet-based service that electronically
confirms the identity and employment eligibility of newly
hired employees to work in the Unites States.

E-Verify is a voluntary program. Employers with federal
contracts or subcontracts that contain the Federal
Acquisition Regulation (FAR) E-Verify clause are required to
enroll in and use E-Verify as a condition of federal
contracting. Employers with employees in states with
legislation that requires participation in E-Verify, for
example, as a condition of business licensing, may also be
required to participate in E-Verify. In addition, an employer
may be required to participate in E-Verify pursuant to a
court order.

E-Verify Overview - E-Verify Employer Agent (EEA)

E-Verify employer agent means any person, company, or
other entity that provides the service of using E-Verify to
confirm employment eligibility of employees of third-party
employers (or clients).



http://www.gpo.gov/fdsys/pkg/FR-2008-11-14/html/E8-26904.htm
http://www.gpo.gov/fdsys/pkg/FR-2008-11-14/html/E8-26904.htm

Clients are required to complete Form I-9, Employment
Eligibility Verification, for all new employees and must
follow the guidelines set forth in the MOU for Employers
Using an E-Verify Employer Agent (or client MOU).

EVerify Home Cases Clients Reports  Resources v @ Emoloyer Agent User v

How It Works

E-Verify works by comparing the information entered on an employee's Form 1-9, Employment Eligibilty
Verification, with SSA and DHS records ta verify employment elgibilty.

Atthis time, an employer can verify the employment eligibility of only one person at a time within E-Verify. All
e, temparary, seasonal and rehired en

and employees must be entered into E-Verify individually.

[ ne ST Lesson 1 Page 5 o727

How E-Verify Works

E-Verify works by electronically comparing the information
from an employee’s Form |-9, Employment Eligibility
Verification, with official government records that E-Verify
can access to verify the identity and employment eligibility
of each newly hired employee and/or employee assigned to
a covered federal contract.

EVerify Home Cases Clents Reports  Resources v © Emploer Agent User v

Tutorial

Privacy Statement and Guidelines

The use of E-Verify requires the collection of personally identifiable information. It s essential to protect the
privacy of employees that submit information to be processed through E-Veriy.

Itis your responsibility to ensure that all personal information collected is safeguarded and used only for the
purposes outlined in the Memorandum of Understanding (MOU) between E-Verify and the employer/user.

US. Department of Homeland Security ~ US. Citizenship and Immigration Services Accessibility Plug-ins  Sitemap

%0

Privacy Statement and Guidelines

E-Verify use requires the collection of personally
identifiable information (PIl). Employers must protect the
privacy of employees who submit information to be
processed through E-Verify and ensure that all personal
information collected is safeguarded and used only for the
purposes outlined in the MOU.

E-Verify protects Pll in accordance with a National Archives
and Records Administration (NARA) records retention and
disposal schedule (N 1-566-08-7) by annually disposing of E-
Verify records that are over 10 years old. This minimizes
security and privacy risks associated with U.S. government
retention of PII.

Failure to properly protect employee information can result
in identity theft or fraud and can cause considerable
inconvenience, harm or embarrassment to the employees
or employer affected.

"
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Privacy and Security Statement (continued)

employee in it identity } and can cause
harm s K "

Privacy Statement and Guidelines

PRIVACY GUIDELINES OVERVIEW

e Allow only authorized users to use E-Verify.

Ensure that only authorized users handle information
and create cases.

e Secure access to E-Verify.

Protect passwords used to access E-Verify and ensure
that unauthorized persons do not access E-Verify.

e Protect and store employee information properly.
Ensure that employee information is stored in a safe
and secure location and that only authorized users have
access to this information.

e Discuss E-Verify results in private.

Ensure that all case results including mismatches and

[ [ - Final Nonconfirmations are discussed in private with
the employee.
REMINDER
You must ensure that all personally identifiable information
(PII) is safeguarded.
EVerify Home Coses Clents FReports  Resources v @ Emploger Agent User v

Rules and Responsibilities

Rules and Responsibilities

All E-Verify users are bound by the guidelines set forth in
the E-Verify MOU and the rules and responsibilities
outlined in the E-Verify User Manual, Supplemental Guide
For E-Verify Employer Agents and this tutorial.

The next screens outline some of the specific rules and
responsibilities required of everyone that uses E-Verify.

NOTE: Additional information on each rule and
responsibility is provided throughout this tutorial.
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Rules and Responsibilities — E-Verify Employers Must
E-Verify Employer Agents participating in E-Verify MUST:

v" Follow E-Verify procedures for each employee for
whom an E-Verify case is created.

v" Notify each job applicant of E-Verify participation by
clearly displaying the Notice of E-Verify Participation
and the Right to Work posters in English and Spanish.
You may also display the posters in other languages
provided by DHS.

v" Complete Form I-9 for each newly hired employee
before creating a case in E-Verify.

v" Obtain a Social Security number from each newly hired
employee on Form I-9.

v" Ensure that Form 1-9 List B identity documents have a
photo.

v' Create a case for each newly hired employee no later
than the third business day after he or she starts work
for pay.

v' Enter the employee’s email address in E-Verify if it was
provided on Form I-9.

v" Provide each employee with notice of and the
opportunity to take action on a mismatch by

downloading the Further Action Notice and providing it

to the employee before referring the case.
v" Ensure that all Pll is safeguarded.

IMPORTANT: For more information, review the E-Verify
User Manual for Employers and the E-Verify Supplemental
Guide for Federal Contractors located in View Essential
Resources.

NOTE: Additional information on each rule and
responsibility is provided throughout this tutorial.
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Notice to Employees of E-Verify Participation

Rules and Responsibilities - Notice to Employees of E-
Verify Participation

You MUST notify ALL employees of your participation in E-
Verify:

e Provide the following posters to your company
locations:

e Notice of E-Verify Participation; and
e Right to Work.

e Ensure all locations display the posters (in both English
and Spanish) in a prominent place that is clearly visible
to all current and prospective employees, electronically
or in hard copy.

e Replace the participation posters when updates are
provided by DHS to ensure employees, applicants, and
the public to have the most recent and complete
information regarding E-Verify.

e E-Verify recommends providing a copy of these posters
with job application materials, either electronically or in
hard copy.

IF YOU HAVE THE RIGHT TO WORK

o c—— R —
DON'T LET ANYONE TAKE IT AWAY
|
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Rules and Responsibilities (continued)

Rules and Responsibilities — E-Verify Employer Must Not:

E-Verify Employer Agents participating in E-Verify Must
Not:

e Use E-Verify to pre-screen an applicant for
employment.

e Specify or request which Form I-9 documentation an
employee must use, except to specify that any Form I-9
List B document the employee chooses to present must
contain a photo.

e Use E-Verify to discriminate against any job applicant or
employee on the basis of their national origin,
citizenship, or immigration status.

e Create an E-Verify case for an employee who was hired
before the employer signed the E-Verify MOU, except




in certain instances such as employees of federal
contractors with the FAR E-Verify clause.

e Terminate, suspend, delay training, withhold or lower
pay, or take any other adverse action against an
employee because of a mismatch, until the mismatch
becomes a Final Nonconfirmation.

e Share user ID or password.

NOTE: Additional information on each rule and
responsibility is provided throughout this tutorial.
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Tutorial

Civil Rights and Civil Liberties

ens discuss th folowing:

Civil Rights and Civil Liberties

Employee rights must be protected. The next screens
discuss the following:

e Employee Protection
e Responsibility to Avoid Discrimination

%0 e Deter Discrimination in Your Workplace
e Adverse Actions
EVerily  rone coes oo e v B eriouer s ¥ Civil Rights and Civil Liberties - Employee Protection

Employee Protection

Itis your responsibility to treat employees equitably when using E-Verify.

You MUST:
Create a case in E-Verify only AFTER the applicant has accepted an offer of employment and Form I-9 is complete.
Give notice to employees regarding your participation in E-Verify and employee rights.
Take steps to ensure the privacy of employees by protecting their personal information and to secure the password you use to access
E-Verify.
Discuss work eligibility issues with people directly concerned with the information and limit these conversations to the relevant case details.
Ensure employees who receive a Tentative Nonconfirmation (TNC) case result are provided with the printed Further Action Notice.

You must NOT:

Creste a case in E-Verify before a job offer has been accepted and Form 1-9 is complete. This is considered pre-screening
Use E-Verify to screen job applicants or to re-verify employment eligibiity.

Use E-Verify selectively

B3 oo Lesson 1 Page 15731

It is your responsibility to treat employees equitably when
using E-Verify. You MUST:

e Create a case in E-Verify only AFTER the applicant has
accepted an offer of employment and Form -9 is
complete.

e Ensure your clients give notice to employees regarding
their participation in E-Verify and employee rights.

e Create a case for a newly hired employee only after
your client has completed Form I-9.




e Take steps to ensure the privacy of employees by
protecting their personal information and to secure the
password you use to access E-Verify.

e Discuss employment eligibility issues with people
directly concerned with the information and limit these
conversations to the relevant case details.

e Ensure employees who receive a mismatch are
provided with the printed Further Action Notice.

You must NOT:

e Create a case in E-Verify before a job offer has been
accepted and Form -9 is complete. This is
considered pre-screening.

e Use E-Verify to screen job applicants or to re-verify
employment eligibility.

e Use E-Verify selectively.

EVerify fome  Coses  Client

o eport: rces noloyer Agent

Responsibility to Avoid Discrimination

ment's Civil Rights

Employers that discriminate in their use of E-Verify may violate this law.

. Department of Hom:

¥ 0®

nd S

urity - U.S. Citizenship and Immigration Services.

istently, regardless of

5.C.5 1324b.
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Protecting Civil Rights and Civil Liberties: The Department
of Justice’s Immigrant and Employee Rights Section (IER)

The Immigration and Nationality Act’s anti-discrimination
provision, found at 8 U.S.C. § 1324b, requires employers to
apply Form I-9 and E-Verify rules consistently, regardless of
an employee’s citizenship, immigration status or national
origin. The Immigrant and Employee Rights Section (IER) of
the U.S. Department of Justice Civil Rights Division enforces
this law.

Employers that discriminate in their use of E-Verify may
be in violation of this law.

For more information on how to avoid discrimination,
contact IER’s Worker Hotline at 800-255-7688 (TTY: 800-
237-2515) or visit justice.gov/ier.

No image

Civil Rights and Civil Liberties — US Equal Employment
Opportunity Commission (EEOC)




You may not discriminate against employees because of
race, color, religion, sex (including pregnancy, gender
identify, and sexual orientation), national origin, age (40 or
older), disability, or genetic information.

Employers that discriminate in their use of E-Verify may
be in violation of this law.

For more information on how to avoid discrimination,
contact EEOC at 800-669-4000 (TTY: 844-234-5122) or visit
eeoc.gov.

E Verify Home © Emplover Agent User v

Deter Discrimination in Your Workplace

Clients  Reports R

Display the DOJ Right to Work poster so prospective employees and new hires will see it
In addition, make sure you comply with federal anti-discrimination requirements. For example:

Do not treat applicants or employees differently based on their citizenship or immigration status,
or based on their appearance, language accent, or other national origin indicator.

Do not ask an employee to show a document to prove their citizenship or immigration status for

the Form 1-9 process, or for the E-Verify process.

Do not request additional or different documents than are required to verify employment

eligibility and identity, reject reasonably authentic-looking documents o specify certain

documents over others.

Do not use E-Verify selectively, or use E-Verify to prescreen certain candidates, based on employees' or applicants’ citizenship, immigration
status, or national origin.

Do not, based on an employee’s citizenship status or national origin, take adverse action against an employee because of a Tentative
Nonconfirmation (Mismatch) or because the employee's case is pending with DHS or SSA.

INFORMATION: For more information on how to avoid discrimination, visit vy justice.gow/IER o call the IER toll-free employer hotline at 1-800-

255-8155 or 1-800-237-2515 (TT). IER can answer your questions about lated empl including
in the Form 1-9 and E-Verify processes.
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Civil Rights and Civil Liberties - Deter Unlawful
Discrimination in Your Workplace

Have your client display the DHS E-Verify Participation and
DOJ Right to Work posters so prospective employees and
new hires will see them.

In addition, make sure you comply with federal anti-
discrimination requirements. For example:

¢ Do not treat applicants or employees differently based
on their citizenship or immigration status, or based on
their appearance, language, accent, or other national
origin indicator.

e Do not ask an employee to show a specific document
to prove their citizenship or immigration status for the
Form I-9 process or for the E-Verify process.

¢ Do not request additional or different documents than
are required to verify employment eligibility and
identity, reject reasonably genuine-looking documents
or specify certain documents over others.

e Do not use E-Verify selectively or to prescreen certain
candidates based on employees’ or applicants’
citizenship, immigration status, or national origin.

e Do not, based on an employee’s citizenship status or
national origin, take adverse action against an
employee because of a mismatch or because the
employee’s case is pending with the DHS or SSA.

IFYOU HAVE THE RIGHT TO WORK
o —— R —_

DON'T LET ANYONE TAKE IT AWAY
|
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Adverse Actions

E-Verify prohibits you from taking adverse actions against employees based on the employee's decision to

contest a Tentative Nonconfirmation (TNC) o because the employee's case is pending with DHS or SSA.
Adverse actions include: terminating, suspending, withholding pay or training, delaying a start date or
To avoid improper adverse actions, treat employees that choose to contest a case result as you would treat

otherwise limiting s or her employment.
any other employee.

If you take adverse actions against job applicants or employees, you could face legal action, including civil
penalties and back pay awards, and your participation in €-Verify may be terminated.

B3 oo Lesson 1 Page 160127

Civil Rights and Civil Liberties — Adverse Actions

Employers must not terminate, suspend, delay training,
withhold or lower pay, or take any other adverse action
against an employee because of the mismatch, until the
mismatch becomes a Final Nonconfirmation.

If the employee chooses not to take action on the
mismatch, the employer may terminate employment with
no civil or criminal liability as noted in Responsibilities of
the Employer, Article I, Section A paragraph 13 of the
MOU. The case can be treated as a Final Nonconfirmation,
and the employer should close the case in E-Verify.

To avoid improper adverse actions, treat employees that
choose to take action to resolve a mismatch as you would
treat any other employee.

terminate
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m\‘z other
adverse
action

.against an
employee because
of a mismalch, until the
mismabtch becomes a
Fiual Nonconfirmation
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E-Verify and Federal Contractor Requirements

All E-Verify users are bound by the guidelines set forth in
the E-Verify MOU and the rules and responsibilities
outlined in the E-Verify User Manual for Employers and this
tutorial.

Federal contractors with the FAR E-Verify clause have
specific guidelines for:

e Exemptions and exceptions

e Timeframes for enroliment and use

e Contractors Already Enrolled in E-Verify

e Subcontractors and others

For detailed information on the guidelines and time
periods, click View Essential Resources and review the E-
Verify Supplemental Guide for Federal Contractors.



https://www.e-verify.gov/supplemental-guide-for-federal-contractors
https://www.e-verify.gov/supplemental-guide-for-federal-contractors
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Federal Contractor Requirements — Form I-9 and E-Verify

All employers in the United States are required to complete
Form 1-9 no later than the third business day after their
employees start work for pay and keep a record of Form |-9
on file. This requirement does NOT change for federal
contractors enrolled in E-Verify.

There are specific rules and procedures for federal
contractors participating in E-Verify. These are described on
the next screens.

NOTE: To view or download Form I-9, click Form I-9. For
more information on Form I-9 procedures, review

the Handbook for Employers: Guidance for Completing

Form 1-9 (M-274) which is also located in View Essential
Resources.

iy [}

g il o i e By werspes s - D pmree i ll.-.l-\.-lﬂill.--.ll'rrq.llFu

Federal Contractor Requirements — Verifying New
Employees Using Form I-9

Newly hired employees must complete Form |-9 regardless
of whether they are assigned to a federal contract.

Employers must comply with Form I-9 procedures found in
the M-274 which is found in the View Essential Resources
link on the navigation menu.

As a Federal Contractor, you also have additional
employment verification requirements for Form 1-9 that
other E-Verify employers do not have.

For detailed information, click View Essential Resources and
review the Supplemental Guide for Federal Contractors, 2.1
Verifying New Employees using Form I-9.



https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://www.uscis.gov/files/form/m-274.pdf
http://www.uscis.gov/files/form/m-274.pdf
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-employees
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-employees
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Federal Contractor Requirements — Verifying Existing
Employees using Form I-9

Federal contractors must follow specific rules which relate
to Form I-9 and existing employees.

To comply with the FAR rule, you must verify all new hires
and existing employees assigned to a covered contract. You
may also choose to verify your entire workforce.

- For detailed information, click View Essential Resources and
review the Supplemental Guide for Federal Contractors, 2.2
Verify Existing Employee using Form [-9.
ki * Federal Contractor Form I-9 and E-Verify

Rprmy L0 ol - yipeity

All employers in the United States are required to

complete Form I-9 no later than the third business day after
their employees start work for pay and keep a record

of Form I-9 on file. This requirement does NOT change for
employers enrolled in E-Verify.

Employers enrolled in E-Verify have chosen to take the
additional step of confirming that their employee’s Form I-
9 information matches official government records that E-
Verify can access, thereby ensuring a legal workforce.

NOTE: To view or download Form I-9, click Form 1I-9. For
more information on Form I-9 procedures, review

the Handbook for Employers: Guidance for Completing

Form 1-9 (M-274) which is also located in View Essential
Resources.



https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-0
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-20-instructions-for-verifying-new-and-existing-0
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://www.uscis.gov/files/form/m-274.pdf
http://www.uscis.gov/files/form/m-274.pdf
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Form [-9: Section 1- Overview

B3 e Lesson 1 7age 20012

Form I-9 and E-Verify — Form I-9, Section 1 — Overview

Newly hired employees must complete Section 1 of Form I-
9 in its entirety. Providing a Social Security number (SSN)
on Form I-9 is usually voluntary but newly hired employees
of employers participating in E-Verify are required to
provide an SSN on Form I-9. Therefore, all newly hired
employees, including seasonal, temporary, and rehires,
MUST provide an SSN.

IMPORTANT: If an employee does NOT provide an SSN,
they must obtain one from the SSA. This can delay the 3-
day requirement to create a case in E-Verify. Employers
must note the reason for this delay on the employee's Form
I-9 during the verification process. You must create a case
in E-Verify as soon as the employee has received an their
SSN from SSA.

Form I-9 and E-Verify — Form I-9, Section 2 — Overview

Employers must complete Section 2 of Form |-9 in its
entirety. To complete Section 2, you must examine
documents that prove the identity and employment
eligibility of the newly hired employee.

Important: You may NOT specify which document(s) from
the list of acceptable documents on Form I-9 and employee
may choose to present.
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Form I-9: Section 2 - Overview (continued)
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Form I-9 and E-Verify — Form I-9, Section 2 — Documents

An employer may accept one document from List A, which
proves both identity and employment eligibility, or a
combination of documents from List B, which proves
identity, and List C, which proves employment eligibility.

IMPORTANT: Any List B document(s) presented to an
employer participating in E-Verify MUST contain a photo.

EVerify  rome cows  Clews fepors  Resouces v
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Tutorial

Verification Process Overview

The E-Verify employment eligibility verification process begins with a completed Form 1-9. The information
from Form 1-9 is then entered into E-Verify and a case result is provided.

Case results inform you of your client's employee's work eligibility. Case results can be initial, interim o final,

Every case created in E-Verify receives a final case result before it s closed, and every case must be closed

REMINDER: E-Verify makes employment eligibility determinations by comparing the employee's Form 19
information entered i E-Verify with the information in DHS and SSA records.

US. Department of Homeland Security ~ US. Citizenship and Immigration Services

Lesson 1 Page 23 of 27

Accessibility Plug-ins ~ Sitemap

Verification Process Overview

The E-Verify employment eligibility confirmation process
begins with a completed Form I-9. The information from
Form I-9 is then entered into E-Verify and a case result is
provided.

Case results inform you of the status of the E-Verify case as
well as your client’s employee's work eligibility. Case results
can be initial, interim, or final.

If you determine the information is the case is incorrect,
close the case and create a new case with correct
information.

Every case must be closed.

REMINDER: E-Verify confirms employment eligibility by
comparing the employee's Form I-9 information entered
in E-Verify to official government records that E-Verify can
access.
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Initial Verification Case Results - Overview

After Form 1-9 information has been entered into E-Verify, E-Verify promptly provides you an initial case
result. An initial case resultis the first. and sometimes final, case result provided by E-Verify. How you
communicate a case result with your client is between you and your client.

An overview of the initial case results is listed in the table below.

Initial Case Results Overview

‘The employee's information matched with DHS and/or SSA
Employment Authorized

records. It's that easy!
Tentative Information does not initially match with SSA or DHS
Nonconfirmation (TNC) records. Additional action is required.
DHS Verification in This case is referred to DHS for further verification. No
Process action is required until further notice from E-Verify.

Each case result is unique, and may or may not require additional action by you and/or the employee

Additional information on initial case results and next steps are addressed throughout this tutorial.
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Verification Process - Initial Verification Case Results
Overview

After Form I-9 information has been entered into E-Verify,
E-Verify promptly provides you an initial case result. An
initial case result is the first, and sometimes final, case
result provided by E-Verify.

An overview of the initial case results is listed in the table
below.

Initial Case Overview

Results

Employment The employee's information

Authorized matched with official records. Case
will automatically close. No action
needed.

Tentative Information does not initially match

Nonconfirmation official government records.

(Mismatch) Additional action is required.

E-Verify Needs DHS could not immediately verify

More Time the data and needs more time. This

case is referred to DHS for further
action. No action is required until
further notice from E-Verify.

Each case result is unique and may or may not require
additional action by you and/or the employee. Additional
information on initial case results and next steps are
addressed throughout this tutorial.
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Interim Case Results - Overview

SSA or DHS Tentative
Nonconfirmation

E-Verify can provide you with  final case resutt

Review and Update
Employee Data

DHS Verificationin
Py

=) - |

US Degartment of Homel
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Verification Process — Interim Verification Case Results
Overview

An interim case result requires additional action before E-
Verify can provide you with a final case result.

An overview of the interim case results is listed in the table
below.

Interim Case

Overview
Results
DH
S and/o_r Information did not match official
SSA Tentative ..
" . lgovernment records. Additional
Nonconfirmati

. action is required.
on (Mismatch) 9

DHS could not immediately verify the
data and needs more time. This case
is referred to DHS for further action.
No action is required until further
notice from E-Verify.

E-Verify Needs
More Time

The employee has contacted DHS or
DHS and/or visited an SSA field office, but more
SSA Case in time is needed to determine a final
Continuance [case result. No action is required until
further notice from E-Verify.

Each case result is unique and may or may not require
additional action by you and/or the employee. Additional
information on interim case results and next steps are
addressed throughout this tutorial.
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Final Case Results - Overview A final case result means that the case is ready to be closed.
You must close every case to complete the E-Verify process.

E-very process

An overview of the final case results is listed in the table below,

romenie 0w . _ o
An overview of the final case results is listed in the table

Employment The employee's information matched with DHS and/or SSA

‘Authorized records. It's that easy!

O S ——— below.
Nonconfirmation after the employee has visited SSA or contacted DHS.

DHS No Show ‘The employee did not contact DHS within the eight Federal Flnal case

Government working days.

Error: Close Case and This case cannot continue because the expiration date entered Re V] Its

for the employee's U.S. Passport, Passport Card or driver's
license is incorrect. This case must be resubmitted in E-Verify.

Overview

Resubmit

The employee's information
Employment |matched with official records. Case
(=] s Lesant ezsct Authorized will automatically close. No action
needed.

US. Department of Homeland Security  US. Citizenship and Immigration Services Accessibility Plug:ins Sitemap

& DHS and/or
SSA Final
Nonconfirmati
on

E-Verify cannot verify an employee's
employment eligibility. You may
close the case.

This case cannot continue because
the expiration date entered for the
Close Case and |[employee's U.S. Passport, Passport
Resubmit Card or driver's license is incorrect.
Close the case in E-Verify and create
a new case.

Each case result is unique and may or may not require
additional action by you. Additional information on final
case results and next steps are addressed throughout this
tutorial.
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Summary

Congratulations! You have completed Lesson 1 of the Program Administrator Tutorial for £-Verify Emplayer
Agents of Federal Contractors. You should now be able to:

Describe the background and overview of E-Verify
Carry out and comply with rules, responsibiliies and guidelines for protecting privacy and personal
information

Recognize Civil Rights and Civil Liberties

Identify fedleral contractor requirements

Recognize Form 1-9 procedures and how they relate to E-Verify

Recognize the verfiication process and case results
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Summary

Congratulations! You have completed Lesson 1 of the
Program Administrator Tutorial for E-Verify Employer

Agents of Federal Contractors. You should now be able to:

Describe the E-Verify and Federal Contractor
Background

Describe the E-Verify and E-Verify Employer Agent
Overview

Carry out and comply with rules, responsibilities, and
guidelines for protecting privacy and personal
information

Recognize Civil Rights and Civil Liberties

Identify E-Verify and federal contractor requirements
Recognize Form I-9 procedures and how they relate
to E-Verify

Recognize the verification process and case results
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Lesson 2: Initial Verification
Initial Verification

E-Verify Home Page

Enter Form I-9 Information

Initial Verification Results

Review Lesson 2
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Lesson 2: Initial Verification

Initial Verification

E-Verify Home Page

Enter Form I-9 Information

Initial Verification Results

Review Lesson 2

Initial Verification

E-Verify Home Page

Enter Form I-9 Information
Initial Verification Results
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Initial Verification Welcome to Lesson 2 of the E-Verify Program Administrator Tutorial E-
Verify Employers Agents of Federal Contractors. In this lesson, you will
learn about:

Wielcome to Lesson 2 of the Program Administrator Tutorial for E-Verify Employer Agents of Federal
Contractors. In this lesson, you will learn about the E-Verify topics listed below:

£-Verify Home Page
Enter Form I-9 Information

Initial Verification Results

e E-Verify Home Page = = £
e Enter Form I-9 Information I R

[ e T s o1 e Initial Verification Results

Learning Objectives
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Learning Objectives

Upon completing this lesson, you should be able to:

e Recognize the E-Verify home page
o3 e e Use Form I-9 information to create a case in E-Verify
e Recognize initial case results

Accassibliy Plugins Steman

E-Verify Home Page

EVerify  ome com clns nerecs - Each time you log in to E-Verify you will see a welcome back banner with

your name and company listed.

E-Verify Home Page

Any time you log into E-Verify, you are provided your user home page. Your user home page has
important information and navigation links that you should become familiar with. To do this, review the

Under the welcome banner are case alert boxes with important

information in the table below as it relates to the screen shot.

oot e pg rs o b ol i nce e i information about your cases, including Cases to be Closed, Cases with ,, g ‘*j
| et ol eyt o Updates, Cases with Expiring Authorization Docs and Recently Auto-Closed ’ priniece ooy
ol 3 i

about E-Verify.

E-Verify Navige Specific pe upon
Menu the user.

3

Directly below the case alert boxes are convenient quick links in gray
boxes, including Create New Case, Search Cases, View Resources and
Contact Us.

Alerts you of actions needed to complete the
E-Verity process.

4 Case Alerts

[ ne« EETEES Lesson 2 Page 30118

Below the quick links is the E-Verify News section that keeps you up to
date on the latest and greatest with E-Verify.




The next slides will help you become familiar with the links found on your

user home page and provide additional information about each link.

Navigation buttons above the banner include:

MENU FUNCTIONS
Home e Employer Agent User Home Page
Cases e Search Cases

e View All Cases
o (Create New Case

Clients e Search Cases
e Client Company Terminate Account
e Add New Company

Reports e Run Reports

Resources e View Essential Resources
o Take Tutorial

e View User Manual

e E-Verify News

e Contact Us

Account Options e Company Account
e User Account
e LogOut

EVerify

Create a Case

[

ust be created no later than the third

ch the employes
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Create an E-Verify Case

The earliest you may create a case in E-Verify is after the employee accepts

an offer of employment and Form I-9 is complete. After the Form |-9 is
complete, your next step is to create a case in E-Verify. An E-Verify case
must be created no later than the third business day after the employee
starts work for pay.

You can find the employee’s first day of employment in Section 2 of Form I-

9. The employee’s first day of employment is circled below.

Contification. | stiust, under penalty of perfury, that (1) | have sxamined the the
[2) the above-Bsted documaentis) appear 1o be ganuing and 10 reiate 1o the empicyss named, and (1) 1o the bost of my knowledge the
ey 18 duthorined 1o sk, in e United

mboyea's firat day of Yooy CDrsu instructions for exemptians)
[Farrianoe af Fmgsegan or Auferred Raceossticren TTociays Doate PREVESYYIY) | Ve of Erpioye o Auhorized Representates

Lamd Nawres ol Crpiogee 3 Jathrionc faprenartistes | P biama of D mpioyes o Adberised Arressrtatvn | Doplcrysrs s or O-garraton Mars

Empiopecs Business or CIQanzaton ASSress (Sest Mamber and Name) | Coy or Towe State |23 Code




If the employee’s first day of employment changes after you have created
the case in E-Verify, no additional action is required in E-Verify as you
cannot change that date once you’ve created the case. You must, however,
make a correction to the date recorded in the certification block of Section
2 of the employee’s Form I-9 if the employee’s first day of employment
changes. Annotate the correction with your initials and the date you made
the correction.

Review the Handbook for Employers: Instructions for Completing Form [-9
(M-274) or 1-9 Central for more information.

NOTE: Employees hired on or before Nov. 6, 1986, are not subject to Form
I-9 and therefore, may not have a case created in E-Verify based on this
employment.
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Getting Started

Getting Started

To create a case in E-Verify, use the information from the employee’s Form
I-9 and enter it into E-Verify.

From the E-Verify home page:

Click Cases above the banner and select Create New Case; or

Click Create New Case quick link, in gray box below the case alerts.
IMPORTANT: No case can be deleted after it has been created. If a case is

created in error, simply close the case. All draft cases will be automatically
closed after 180 days.



https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/i-9-central
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Enter Form I-9 Information

Enter Form I-9 Information

Enter the employee’s information from Section 1 of Form I-9. If you do not
enter required information, or enter non-standard information, E-Verify
generates a field error message and you must enter the required
information to continue with the case.

In the Enter Form I-9 Information screen:

e Complete the Employee Information and Attestation section;

e If the employee provided an email address on Form I-9, you must enter
it into E-Verify. E-Verify may send the employee email notifications

I pe——

o ) with information about their E-Verify case;

e (Click Continue;

e Choose the appropriate option for citizenship or immigration status;

e Click List A Document or List B & C Document when asked what
documents the employer or authorized representative reviewed and
verified;

e Select document(s) types from drop down list;

e Enter Document Number (if applicable);

e Enter Expiration Date (if applicable); and

e Click Continue.

NOTE: Additional information is available in the form of helper text. To

access this information, simply click any helper text symbol ﬁ

o e 5

Tutorial

Enter Form I-9 Informati

Enter Form I-9 Information — Additional Case Details

Under the Additional Case Details section, type the employee’s first day of
employment as recorded in Section 2 of Form |-9 into the Employee’s First
Day of Employment field. Alternatively, you may click Today, 1 Day Ago, or
2 Days Ago and the corresponding date automatically populates in the
Employee’s First Day of Employment field.

If the case is being created 3 or more days past the employee's first day of
employment, you must provide a reason for the delay. Select the
appropriate reason from the drop-down menu or if Other is

selected, E-Verify requires you to type the reason in the Reason for

Delay text box and click Continue.




REMINDER: The employee's first day of employment is the date the
employee begins working in exchange for wages or other remuneration.
That date should be entered as the employee's first day of employment
date from the certification block in Section 2 on Form I-9. The E-Verify case
may be created before the employee begins work for pay as long as the
employee has accepted an offer of employment and Form I-9 is complete.
In these situations, the date you should enter in the hire date field

in E-Verify is the date recorded in the certification portion of Section 2
from the employee's Form [-9.

EVerify

Enter Form I-9 Information - Duplicate Case Alert

o:

ExitLosson
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Enter Form I-9 Information — Duplicate Case Alert

After you enter the employee's Form I-9 information and click Continue,
the next screen may alert you that the case information you entered
matches another case created by you or another E-Verify user of this
employer. A duplicate case alert can occur for several reasons. It does not
necessarily mean that your case should be closed.

If you receive a new duplicate case alert, you must close all open duplicate
cases created for this employee before either this or another case can
proceed:

e Select Review and Manage Duplicate Cases to see a list of all duplicate
cases (open and closed).

e To close an individual case, click Close Case.

e Select Cancel if you wish to completely discontinue with this case that
you have started. Nothing will be saved).

e To continue with a previously created open duplicate case, click
Continue Case.

e If you decide to continue processing a duplicate case listed in this alert,
you must select a reason for continuing a duplicate case.

Duplicate Cose Found
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Enter Form I-9 Information - Check Information

NOTE: If you think you have made an error or no langer need to continue the verification process, you can close any case by clicking ‘Close Case.

US.Department of Accessibiity Plugins  Sitemay

Enter Form I-9 Information — Review Case

In some cases, after you enter the employee's Form I-9 information and
click Continue, the Review Case screen asks you to check the employee's
information before E-Verify provides an initial case result.

To complete this step, you must ensure that the information you entered
in E-Verify matches the employee's Form I-9.

e You can change information before receiving case results by clicking
Edit Case Details;

e After this information is verified or corrected, click Submit Case;

e If you need more time, click Save and Exit; or

e If you think you have made an error or no longer need to continue the
verification process, you can click Close Case and the case will
automatically close without being submitted.

EVerify . N ° o

Tutorial

Enter Form I-9 Information - Error: Unexpired Document Required

Delete OBE
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Enter Form |-9 Information - Photo Matching

[ ne P Lesson2 page 110118

Enter Form 1-9 Information — E-Verify Photo Matching

In some cases, E-Verify prompts you to compare the photo on an
employee's Form I-9 photo document with a photo displayed on the E-
Verify screen. This helps you ensure that the document provided matches
government official records.

The photo matching step happens automatically when an employee
presents a U.S. Passport or Passport Card, Permanent Resident Card (Form
I-551, also known as a Green Card), or an Employment Authorization
Document (Form |-766) for Form |-9 completion.

E Verify Home Coses Clents Reports e

Tutorial

Enter Form I-9 Information - Photo Matching (continued)

Matching photos is easy - simply compare the photo shown in E-Verify to the photo on the employee’s Form
1-9 photo document, NOT to the employee. The two photos should be identical,

Determine if the photos appear rezsonably identical, account for minor variances in shading and detail and
select:

Yes: the photo on the employee’s actual document or a copy matches the photo displayed by
E-Verify. Clothing, hair style, facing direction and appearance on the card should be identical to the
photo displayed by E-Verify

3
No: the photo on the employee’s actual document or a copy does not match the photo displayed in E-Verify.
Then, click ‘Continue.’

NOTE: A watermark has been added to the photo displayed in E-Verify to prevent unauthorized use. The photo on the document presented by the
employee will not have a watermark. Absence of a watermark on the document photo does not mean that it is not authentic

Enter Form 1-9 Information — E-Verify Photo Matching Overview

Matching photos is easy — simply compare the photo shown in E-Verify to
the photo on the employee's Form 1-9 photo document, NOT to the
employee. The two photos should be identical.

Determine if the photos appear reasonably identical, accounting for minor
variances in shading and detail, then select:

Yes, this photo matches - The photo on the employee's actual document
or a copy matches the photo displayed by E-Verify. Clothing, hair style,
facing direction and appearance on the card should be identical to the
photo displayed by E-Verify.

No, this photo does not match - The photo on the employee's actual
document or a copy does not match the photo displayed in E-Verify.

OR




No photo displayed - No photo was displayed for the E-Verify user to
compare with the employee’s document provided. You should select this
option when E-Verify either displays no photo or it displays an image of
something other than a photo of a person, such as an image of a
document.

Then, click Continue to Case Results.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more

information.
EVorlfy rome cous Cens s v v © <o v Verification Process - Initial Verification Case Results Overview
Initial Verification Results After you enter Form I-9 information into E-Verify and submit the

You have now created a case in E-Verify! E-Verify promptly provides you with an initial case result and assigns

this employee a unique case verification number.

information to create the case, E-Verify promptly provides you an initial
case result. An initial case result is the first, and sometimes final, case
result provided by E-Verify.

An initial case result is the first, and sometimes final, case result provided by E-Verify. Initial case results
include:

Employment Authorized

Tentative Nonconfirmation (TNC)

DHS Verification in Process }_; 'k':))
The next screens discuss an overview of each initial case result. a o .
An overview of the initial case results is listed in the table below. Sooioroos | o e
Initial Case Result Overvi i
e . s s nitial Case Results verview
Employment Authorized The employee's information matched
u'S”DepanmenrmHomelandSecumy US. Citizenship and Immigration Services Accessibility Plug:ins Sitemap Of‘ﬁcial government reco rds_ Case Wi”
% automatically close. No action needed.
Tentative Nonconfirmation | Information does not initially match
(Mismatch) official government records. Additional

action is required.

E-Verify Needs More Time | DHS cannot verify the data and needs
more time. This case is referred to DHS for
further action. No action is required until
further notice from E-Verify.

Each case result is unique and may or may not require additional action by
you and/or the employee. Additional information on initial case results and
next steps are addressed throughout this tutorial.



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching
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Employment Authorized

“Employment Authorized' s the most common case result. It means that the employee's information
matches with DHS and/or SSA records. I's that easy!

A case result of ‘Employment Authorized" is also considered a final case result,

Your next step is to record the case verification number on the employee's Form 1-9 andj/or print a copy
of the case details and file it with the employee's Form 1-9.

Then, simply close the case in E-Verify! After you close the case, you have completed the verfication

Lesson 4 discusses the steps required to close a case.

Verification Process — Final Case Results Overview

A final case result means that the case is ready to be closed. You must
close a case to complete the E-Verify process.

An overview of the final case results is listed in the table below.

Final Case Results

Overview

=] e tmen. Pasaa The employee's information matched with official
Employment . . .
. records. Case will automatically close. No action
Authorized
& needed.
DHS or SSA Final E-Verify cannot verify an employee's employment
Nonconfirmation |eligibility. You may close the case.
This case cannot continue because the expiration
Close Case and date entered for the employee's U.S. Passport,
Resubmit Passport Card or driver's license is incorrect. Close
the case in E-Verify and create a new case.
Each case result is unique and may or may not require additional action by
you. Additional information on final case results and next steps are
addressed throughout this tutorial.
EVerify — . © erviover gt ser v

Employment Authorized - Request Name Review

DELETE OBE
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Tutorial

Tentative Nonconfirmation (TNC)

The Tentative Nonconfirmation (mismatch) process can be simple;
however, it requires action by you and the employee.

Employers must complete the following steps in E-Verify within 10 federal

government working days after issuance of the mismatch result:

¢ Notify your employee of their mismatch result as soon as possible

=3l - . NP within the 10 days.

¢ Download the Further Action Notice.

e Give your employee a copy of the Further Action Notice.

e Review the Further Action Notice with your employee in private and
have them confirm whether the information listed is correct.

e If the information is incorrect, select the statement indicating the
information was not correct and close the case. After the case is
closed, create a new case for your employee with the correct
information.

e If the information is correct, tell your employee they have 10 days from
issuance of the mismatch to notify you whether they will take action to
resolve the mismatch.

e Refer the case if your employee tells you they will take action to
resolve the mismatch and refer the case to DHS and/or SSA.

e If your employee does not give you their decision by the end of the
10th federal government working day after E-Verify issued the
mismatch, then you close the case.

Review the E-Verify User Manual, 3.3 Tentative Nonconfirmation
(Mismatch) for more information.

EVerlly v o e e e - © i non v« Delete — now covered on Verification Process - Initial Verification Case
Results Overview slide

DHS Verification in Process

E-Verify user home page. Your next step is determined by the case result provided.

NOTE: ‘DHS Verification in Process' i also considered an interim case result and s provided to you when necessary during the verfication process

[ e esen e 70116



https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
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s Congratulations! You have completed Lesson 2 of the Program
ummary

Administrator Tutorial for E-Verify Employer Agents of Federal Contractors.
You should now be able to:

Congratulationst You have completed Lesson 2 of the Program Administrator Tutorial for E-Verify Employer
Agents of Federal Contractors. You should now be able to:

Recognize the E-Verify home page
Use Form 1-8 information to create an employment eligibility case in E-Verify

Recognize initial case results

e Recognize the E-Verify home page
e Use Form I-9 information to create a case in E-Verify
e Recognize initial case results.

Complete Lesson Exit Lesson Lesson2 Page 180f 18
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Lesson 3: Interim Case Results

Interim Case Results

Interim Case

SSA and DHS Tentative Noncenfirmation

Review and Update Ei Data

DHS Verification in Proce:
SSA/DHS Case in Continuance

Review Lesson 3

Current

Updated Content

@ LESSON COMPLETED
Lesson 3: Interim Case Results

Interim Case Results
Interim Case Results - Overview

S5A and DHS Tentative Nonconfirmation

Review and Update Employee Data

DHS Verification in Process
SSA/DHS Case in Continuance

Review Lesson 3

Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results — Overview

DHS and SSA Tentative Nonconfirmation (Mismatch)
E-Verify Needs More Time

DHS or SSA Case in Continuance

EVerify Home Coses Clients  Report esources @ Employer Agent User v

Interim Case Results

Welcome to Lesson 3 of the Program Administrater Tutorial for E-Verify Employer Agents of Federal
Contractors. In this lesson, you will learn about the E-Verify topics listed below:

Interim Case Results

SSA and DHS Tentative Nonconfirmation (TNC)
Review and Update Employee Data

DHS Verification in Process

SSA/DHS Case in Continuance

m Exit Lesson Lesson3 Pagelof 17

Interim Case Results

Welcome to Lesson 3 of the E-Verify Program Administrator Tutorial. In this lesson, you

will learn about these E-Verify topics:

e Interim Case Results

e DHS and SSA Tentative Nonconfirmation (Mismatch)
e E-Verify Needs More Time

e DHS or SSA Case in Continuance

Welcome baock, Employer Agent!
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Learning Objectives Upon completing this lesson, you should be able to:

Upen completing this lesson, you should be able to:

Complete an $5A and DHS Tentative Nonconfirmation

Fecognize i e e e Complete a DHS and SSA Tentative Nonconfirmation (Mismatch);
ssii‘:l‘b\;:;\g/éﬂlyIntEHm case results: Review and Update Employee Data, DHS Verification in Process and SSA/DHS Case in . Recognize interim Case results
e Describe E-Verify interim case results:
[ teons g 21T o E-Verify Needs More Time; and

o DHS or SSA Case in Continuance
e Complete Photo Matching Process

EVerify  rome coes  Cews  feports  Fesouces v o v | \l@rification Process - Interim Verification Case Results

An interim case result requires additional action before E-Verify can provide you with a

final case result.
Interim Case Results - Overview

An interim case result requires additional action before E-Verify can provide a final case result. All cases

An overview of the interim case results is listed in the table below.

must receive a final case result. You must close every case to complete the E-Verify process,

S

L

e e e el ‘ Interim Case Results Overview
e e T e ” ' DHS and/or SSA Tentative Information did not match official government .
e e Nonconfirmation (Mismatch) records. Additional action is required. e
The next screens discuss each case result n et E-Verify Needs More Time DHS cannot verify the data and needs more time. —

This case is referred to DHS for further action. No
action is required until further notice from E-
m Exit Lesson Lesson 3 Page 3 of 17 Verlfy

DHS or SSA Case in Continuance The employee has contacted DHS or visited an
SSA field office, but more time is needed to
determine a final case driver's license result. No
action is required until further notice from E-
Verify.

Each case result is unique and may or may not require additional action by you and/or the
employee. Additional information on interim case results and next steps are addressed
throughout this tutorial.
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SSA and DHS Tentative Nonconfirmation

4 Social Security Administration (554) or U.S. Department of Homeland Security (DHS) TNC
means that the employee's information does not match with SSA or DHS records.

ATNC does NOT necessarily mean that the employee is not authorized to wark in the United
States.

The table below provides possible reasons a TNC may occur.

Citizenship or immigration status was not updated with
SSA

Name change was not reported to SSA
SSATNC
late of birth is incorrect in SSA records

tains another typs of error

Information was not entered correctly by the employer

Name, A-number and/or 1-94 number are incorrectin BHS
records

US. Passport, Passport Card or driver's license information
could not be verified

1D photo document differs from the photo in DHS records
DHSTNG

Infarmation was not updated in the employes’s DHS
records

Citizenship o immigration status changed
type of error

Record contains ano

Information was not entered correctly by the employer

DHS and SSA Mismatch
A Department of Homeland Security (DHS) and/or Social Security Administration (SSA)
mismatch means that the employee's information does not match official government

records.

A mismatch does NOT necessarily mean that the employee is not authorized to work in
the United States.

The table below provides some possible reasons a mismatch may occur.

DHS e Name, A-number and/or 1-94 number are incorrect in

MISMATCH DHS records

e U.S. Passport, Passport Card or driver's license
information could not be verified

e ID photo document differs from the photo in DHS
records

¢ Information was not updated in the employee's DHS
records

e Citizenship or immigration status changed

e Record contains another type of error

e Information was not entered correctly by the employer

SSA e Citizenship or immigration status was not updated with
MISMATCH SSA

e Name change was not reported to SSA

e Name, SSN, or date of birth is incorrect in SSA records
e SSArecord contains another type of error

e Information was not entered correctly by the employer
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Tentative Nonconfirmation (TNC) - Process Overview

The THIC process can be simple; howsver,

equires acticn by you, your dlient and the employee.

First, your dient mu

C case result. To do this, you print the
Further Action Notice ar  sign. This Natice pravides additional

instruction to your client an

The next step is driven by the employee's choice tor

nal instruction to your client and the employes on next steps.

After the employee is notifisd and refamed), E-Verify provides you an updats esult within 10 Facleral Governmant working days

The next scraens walk you through the TNE process in detail,

Lessan 3 Fage 5of 17

Mismatch — Process Overview

The mismatch process can be simple; however, it requires action by you, your client, and
the employee.

E-Verify employer agent, client and employee must complete the following steps in E-
Verify within 10 federal government working days after issuance of the mismatch result:

e Notify your employee of their mismatch result as soon as possible within the 10 days.

e Give your employee a copy of the Further Action Notice.

e Review the Further Action Notice with your employee in private and have them
confirm whether the information listed is correct.

e If the information is incorrect, close the case and select the statement indicating the
information was not correct. After the case is closed, create a new case for your
employee with the correct information.

e If the information is correct, the employee will decide whether to take action on the
mismatch. Tell your employee they have 10 days from issuance of the mismatch to
notify you whether they will take action to resolve the mismatch.

e If your employee does not give you their decision by the end of the 10th federal
government working day after E-Verify issued the mismatch, then you close the case.

The next screens walk you through the mismatch process in detail.

E Verify " " - e Mk e P—

Begin the TNC Process

When E-verify provides a case result of SSA or DHS Tentative Nonconfirmation
(Tl

result page

you start the TNC process when you dick 'Continue' from the

The next screens take you through the steps listed below o r——

G Cone || G cam,
T B

Check for Case Status Updates

IMPORTANT: A TNC does NOT necessarily mean that the employee is not autherized to work in the United States. Your client MUST provide
the employee the opportunity to contest a TNC. You and/or your chent may not take adverse action against an employee because of the TNC
o while the empleyee's case is pending

Mismatch - Begin Mismatch Process

If E-Verify provides a case result of DHS and/or SSA mismatch, you will begin the mismatch
process. The next screens take you through the steps listed below:

The next screens take you through the steps listed below:

e Notify Employee of Mismatch

e Confirm Employee Decision

e Refer Employee or Close Case

e Check for Case Status Updates

IMPORTANT: A mismatch does NOT necessarily mean that the employee is not authorized
to work in the United States. You MUST provide the employee the opportunity to take
action to resolve the mismatch. Employers may not terminate, suspend, delay training,
withhold or lower pay, or take any other adverse action against an employee because of
the mismatch, until the mismatch becomes a Final Nonconfirmation.
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Notify the Employee of the TNC - Further Action Notice
The first step is to notify the employee of a TNC as socn 2 possible.
Ta notify the employee, follow the steps listed below:

ice and click *Print Notice.

rer and instruct them to review the Further

tified by selecting the check box | have notified

this employee of the TNC.!

NOTE: A sample of the Further Action Notice is available any time you log into &-Verify under “View Essential Resources, 3cc

user home page.

Mismatch - Notify the Employee of the Mismatch and provide the Further Action Notice

The first step is to have your client notify their employee of their mismatch result as soon
as possible within the 10 days.

To notify the employee, follow these steps:

e Select a language to print the Further Action Notice and click Download Further Action
Notice.

[ o T tesons s ot e Send the Further Action Notice to your client and instruct them to review the Further
Action Notice privately with the employee.
NOTE: A sample of the Further Action Notice is available any time you log into E-Verify
under View Essential Resources, accessible on your user home screen.
E Verify . - urces ¥ £ Emploger Agent User

Confirm Employee Decision

The next step is to confirm the employee's decision to contest or not contast the THC

The employes chooses b

not contest the case result and acknowledges this

deision on her Action Notice,

To confirm the employee's d

Ensure that the employer and the employe
Further Action Notice,

an and date the English version of the

gned Further Action Notice

Mismatch — Confirm Employee Decision

The next step is to confirm the employee’s decision to take action to resolve the mismatch
or not take action to resolve the mismatch.

The employee chooses whether they will take action or not to resolve the mismatch and
acknowledges this decision on the Further Action Notice.

To confirm the employee's decision:

e Have the employee indicate on the Further Action Notice whether they will take
action to resolve the mismatch.

e Ensure that you and the employee sign and date the English version of the Further
Action Notice.

e Give the employee a copy of the signed Further Action Notice in English and attach
the original to the employee's Form I-9.

e If the employee chooses to take action to resolve the mismatch, make the appropriate
selection on the case and click Continue.

e Download the Referral Date Confirmation and provide a copy to the employee. The
Referral Date Confirmation provides the date by which the employee must call DHS
and/or visit SSA. The employee should bring the Further Action Notice when they visit
a SSA field office.




e If your employee chooses to not to take action to resolve the mismatch or does not
give you their decision by the end of the 10th federal government working day after E-
Verify issued the mismatch, then you close the case and may terminate the employee.

A sample of the Further Action Notice is available in View Essential Resources.

EVerify Home Cases Clents Repors  Resources v O Emploger Agent User v

Refer Employee or Close Case

An employee that chooses to contest a TNC must be referred to SSA or DHS.

If the employee chooses to

'CONTEST: He or she chooses to take the action to visit an S3A field office or contact | @
DHS within 8 Federal Government working days.

Click Refer Ca

This starts the 8 Fed
SSA field office

t working days that the employee has to visit an

NOT CONTEST: He o
employment

owledges that the employer may terminate

Click ‘Close Case.’

IMPORTANT: Employers may NOT take adverse ction against an employee because of the TNC while he or she is contesting the TNC
and the case s pending.

In some cases, when you refer the case, E-Verify will prompt you to provide 2 copy of the employee's photo document. This is discussed
on the next screen.

m ExitLesson Lesson3 Page9of 17

Mismatch — Refer Employee or Close Case
e Ask the employee if they will choose to take action to resolve the mismatch or not and
indicate their choice.
o The employee chooses to take action to resolve this case.
o The employee chooses not to take action to resolve this case.

e Indicate the employee’s decision below:

o The employee will take action to resolve this E-Verify case. The employee
understands that action must be taken by {date will auto populate}.

o The employee will not take action to resolve this case. The employee
understands that this cannot be undone and choosing not to take action could
result in termination of employment.

o The information entered was not correct. | am choosing to close this case.

e Click Continue or Save & Exit.

IMPORTANT: In some cases, when you refer the case, E-Verify will prompt you to provide
a copy of the employee's photo document. This is discussed on the next slides.

E-Verify Photo Matching Overview

E-Verify photo matching will prompt the E-Verify user to compare the employee’s photo
document with a photo displayed during creation of the E-Verify case. This helps ensure
that the document the employee provided for Form 1-9 matches records available to DHS.
The four List A documents that will trigger photo matching are:

e U.S. passport;

e U.S. passport card;

e Permanent Resident Card (Form |-551); and

e Employment Authorization Document (Form 1-766).

When the employee presents one of these documents, employers must copy the front
and back of the document (or in the case of a U.S. passport, copy the Passport ID screen
and the Passport Barcode page) and retain the copies with Form I-9.




E-Verify Photo Matching — Process

To match photos, compare the photo displayed by E-Verify to the photo on the
employee’s actual document or a copy of the employee’s document and determine if the
photos are reasonably identical. The photos should be identical with only minor variations
in shading and detail based upon the age and wear of the employee’s document.

Do not compare the photo displayed by E-Verify to the actual employee. Employers
should have directly compared the photo on the document to the employee during Form
I-9 completion and prior to creating the E-Verify case. Photo Matching - Process Overview
provides a summary.
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Submit Copy of Photo Documents

ere prompted t Form I-9 photo document with the photo displayed in

copy of the employes's Form 19 photo document to

E-Verify Photo Matching — Review Case

You will be asked if the photo displayed in E-Verify matches the photo displayed on the
employee’s document. You will check the appropriate answer:

e Yes, this photo matches - The photo on the employee's actual document or copy
of the document matches the photo displayed by E-Verify. Clothing, hair style,
facing direction and appearance on the card should be identical to the photo
displayed by E-Verify;

¢ No, this photo does not match - The photo on the employee's actual document or
copy of the document does not match the photo displayed in E-Verify; or

¢ No photo displayed - No photo was displayed for the E-Verify user to compare
with the employee’s document provided. This option should be selected when E-
Verify either displays no photo or it displays an image of something other than a
photo of a person, such as an image of a document.

E-Verify Photo Matching — Case Results

e For most documents presented, E-Verify requests an image of both the front and back.
If the document is a U.S. passport or passport card, E-Verify will request an image of the
Passport ID screen and the Passport Barcode page.

o If you select No, this photo does not match or No photo displayed, E-Verify prompts you
to upload a photo of your employee’s document and click Continue.

e If you select Save & Exit, any uploaded documents will not be saved and must be
uploaded again.

Click Continue or SAVE & Exit.
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Each case result requires different actions or steps to continue or close the case. These
actions are outlined in each case result section throughout this manual.

Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more information.
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IMPORTANT: The employee must present a copy of the signed Further Action Notice to 554 if he or she chooses to visit an 554 field office,

Mismatch — Referred Employee

Once the client informs you the employee has chosen to take action to resolve the case
and you indicate the employee will take action to resolve this case in E-Verify, print the
Referral Date Confirmation and send it to the client.

Instruct your client to provide the Referral Date Confirmation to the employee.
The Referral Date Confirmation informs the employee that the case is referred and
provides the employee the date by which they must contact DHS and/or visit a SSA field

office.

IMPORTANT: The employee must present a copy of the signed Further Action Notice to
SSA if they choose to visit an SSA field office.



https://www.e-verify.gov/e-verify-user-manual-20-initial-verification-22-create-a-case/222-e-verify-photo-matching

EVerity . e - Mismatch Process Summary
TNC Process Summary Below is a summary of actions required of you, your client and the employee during the
T A e e e e mismatch process.

YOUR ACTION

e Notify your employee of their mismatch result as soon as possible within the 10 da
e Confirm employee's choice to take action to resolve the case or not.
e Instruct employee to sign and date Further Action Notice.
e Keep original signed Further Action Notice on file with Form [-9.
e |f employee chooses to take action to resolve the case, refer employee.
e  Print the Referral Date Confirmation and provide it to the employee.
e If prompted, attach and upload a copy of employee's Form 1-9 photo document (frq
to E-Verify.
e |f your employee does not give you their decision by the end of the 10th federal g¢
working day after E-Verify issued the mismatch, then you close the case and may ti
employee.
THE CLIENT'S ACTION
e Review the Further Action Notice privately with the employee as soon as possible with
government working days after E-Verify issued the mismatch case result.
e Have the employee indicate whether they will take action to resolve the mismatch on 1
Action Notice.
e Instruct employee to sign and date Further Action Notice.
e Sign and date the Further Action Notice after their employee has indicated their choicg
e Provide copy of signed Further Action Notice to employee.
e Keep original signed Further Action Notice on file with employee’s Form I-9.
e Send a copy of the Further Action Notice to you (the E-Verify employer agent).
e If the employee chooses to take action to resolve the mismatch, provide them with the
Date Confirmation.
THE EMPLOYEE'S ACTION

e Decide to take action or not to resolve their mismatch within 10 days of issuance a
decision on Further Action Notice.

e Acknowledge receipt of mismatch by signing and dating the Further Action Notice.

e Take next action based on decision to take action to resolve case or not.

e If the employee decides to take action to resolve the mismatch, contact DHS or vis
office with a copy of the Further Action Notice within 8 federal government workir

YOUR ACTION
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Check for Case Status Updates

ve complzted the TNC pros

« home page within 1

NOTE: You can search for the casz using “Search Cases’ on the left navigation menw

Mismatch - Check for Case Status Updates

Once your client informs the employee that the case is referred, you have completed the

mismatch process.

Check E-Verify periodically for a change in case result. Your next step is determined by the
case result provided.

You or your client may NOT ask the employee for additional evidence or confirmation that
DHS and/or SSA resolved their case.

Revien and Upd
information provided on

NOTE: You can select Cases to search for your case.
EVerly  ome o= cms o psus e v a: - Delete OBE
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DHS Verification in Process

s both an initial and interim case result and
5 for further

cally sends this cass to DH.

working days with an updated case resul

e page

ange in case result Your nest steo iz devsrmined by the

E-Verify Case Result - E-Verify Needs More Time

A case result of E-Verify Needs More Time is both an initial and interim case result and

does not require action by you.

DHS could not immediately verify the data and needs more time. E-Verify automatically
sends this case to DHS for further action. No action is required until further notice from E-

Verify.

DHS usually responds within 3 federal government working days with an updated case
result through Case Alerts on your E-Verify user home screen.

Check E-Verify periodically for a change in case result. Your next step is determined by the

case result provided.
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SSA/DHS Case in Continuance

basad on the ampleyee's dacition 1o contest a TNC or because the smoloyee's cass is pending with DHS or SSA.

DHS or SSA in Continuance

An DHS or Case in Continuance means that the employee has contacted DHS or visited an
SSA field office, but more time is needed to determine a final case result.

The reason DHS or SSA needs more time varies with each situation.

E-Verify provides a case result update through case alerts on your user home page.

el ——— &

[ e ST tesons e 160017 Check E-Verify periodically for a change in case result. Your next step is determined by the
case result provided.
IMPORTANT: You may not terminate, suspend, delay training, withhold or lower pay, or
take any other adverse action against an employee because of the mismatch or because
the employee’s case is pending with DHS and/or SSA, until the mismatch becomes a Final
Nonconfirmation.
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Summary Congratulations! You have completed Lesson 3 of the General User Tutorial for E-

Congratulations! You have completed Lesson 2 of the Program Administrator Tutorial for E-Verify Employer
Agents of Federal Contractors. You should now be able to:

Complete an $5A and DHS Tentative Nencanfirmation

Recognize interim case results

Describe E-Verify interim case results: Review and Update Employee Data, DHS Verification in Process
and S5A/DHS Case in Continuance

Lesson3 Page 17 of 17

Verify Employer Agents of Federal Contractors. You should now be able to:

e Complete an DHS or SSA Tentative Nonconfirmation (Mismatch)
e Recognize interim case results
e Describe E-Verify interim case results:
o E-Verify Needs More Time; and
o DHS or SSA Case in Continuance
e Complete Photo Matching Process
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Complete the Verification Process

Final Case Results
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Lesson 4: Complete the
Verification Process

on rification Process

Lesson 4: Complete the Verification Process

e Complete the Verification Process
e Final Case Results
e Close Case Alerts

E Verify Home Cases Clents Reports  Resources v © Emploger Agent User v

Complete the Verification Process

Welcome to Lesson 4 of the Program Administrator Tutorial for E-Verify Employer Agents of Federal
Contractars. In this lesson, you will learn about the E-Verify topics listed below:

Final Case Results
Close Case
Case Alerts

m Exit Lesson Lesson4 Page 1of 13

Complete the Verification Process

Welcome to Lesson 4 of the E-Verify Program Administrator
Tutorial. In this lesson, you will learn about:

e Final Case Results
e (Close Case
e (Case Alerts
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Tutorial

Learning Objectives

pleting this lesson, you should be able fo

Learning Objectives
Upon completing this lesson, you should be able to:

e Recognize final case results

- R e Complete the verification process
— P — ¢ |dentify each case alert

%0
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Final Case Results

Final Case Results

A final case result means that the case is ready to be closed. You
must close every case to complete the E-Verify process.

Final case results include:

e Employment Authorized

e DHS Final Nonconfirmation
E— s s e e SSA Final Nonconfirmation

e Close Case and Resubmit

The next screens discusses each case result in detail.
EVerify  rome coms  Ciews  epors  Resouces v © Erpioer dgent User v

Employment Authorized

“Employment Authorized: is the most common initial case result; it is also a final case result. it means
that the employee's information matches with DHS and/or SSA records. Its that easy!

Vour next step is to record the case verification number on the employee's Form I-9 and/or print a copy
of the case details and file them with the employee's Form 1-9.

Then, simply close the case in E-Verify! After you close the case, you have completed the verification

process!
B3 oo Lesson 4 page 40713
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Final Case Results - Employment Authorized

Employment Authorized is the most common initial case result; it
is also a final case result. It means that the employee's
information matches with offical government records. It's that
easy!

Your next step is to record the E-Verify case number on the
employee's Form I-9 and/or print a copy of the case details and

file them with the employee's Form I-9.

E-Verify automatically closes cases that resullt in Employment
Authorized.

Lesson 4 discusses the steps required to close a case.
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SSA/DHS Final Nonconfirmation

An SSA or DHS 'Final Nonconfirmation' case result means that E-Verify cannot verify an employee's
employment eligibility after an employee has contacted DHS or SSA. It can also mean that the
employee did not visit an SSA field office or contact DHS within 8 Federal Government working days

Your client may terminate employment based on a case result of SSA or DHS Final Nonconfirmation
with no civil or criminal liability as noted in Article Il Section C - Responsibilities of the Employer (#6) in
the MOU.

The next step is to close the case in E-Verify. After you close the case, you have completed the
verification process

REMINDER: You may not ask the employee for additional evidence or confirmation that SSA or DHS resolved
his or her case.

Final Case Results - DHS or SSA Final Nonconfirmation

A DHS and/or SSA Final Nonconfirmation case result means that
E-Verify cannot verify an employee's employment eligibility. If
the employee chose to try to resolve a mismatch, it can also
mean that the employee did not contact DHS or visit an SSA field
office within 8 federal government working days.

You may terminate employment based on a case result of DHS or
SSA Final Nonconfirmation.

The next step is to close the case in E-Verify. After you close the

R oo tomon® aaera case, you have completed the verification process.
REMINDER: You may not ask the employee for additional
evidence or confirmation that DHS or SSA resolved their case.

el e S i Close Case
e ke Closing a case is the last step in the E-Verify process. To close a

closed.

NOTE: A case can be closed any time by simply ciicking ‘Close Case’ and following the steps above

=l - P

case, first click Close Case and then follow the steps listed below:

e Select the statement indicating whether or not you will
continue to employ this individual.

e If you select the option indicating you will continue to
employee this individual, you must provide the reason why.
Type the reason in the text box provided.

e If you select the option indicating that neither of the above
applies and you are closing this case for a different reason,
you must select the reason you are closing the case.

e If Other is selected as the reason, you must type the reason
in the text box provided.

e After you have typed a reason, click Close Case.

e E-Verify displays an alert indicating the case was successfully
closed.

e Click View/Print Case Details and either record the E-Verify
Case Number on the employee's Form I-9 or click Print
Information to print and attach a copy of the case details to
the Form I-9.

e Click Create New Case to create a new case or click
Continue to be redirected to view all your cases.
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DHS No Show

A"DHS No Show means that the employee did not contact DHS wiithin the 8 Federal Goverment working
days and, therefore, E-Verify cannot verify the employee's employment eligibilty.

Vour client may terminate employment based on a case result of SSA or DHS Final Nonconfirmation with no
civil or criminal liabilty as noted in Article II, Section C - Responsibilites of the Employer (#6) in the MOU.

The next step is to close the case in E-Verify. After you close the case, you have completed the verification
process

Delete OBE

EVerify  wre cows o pet peoses v © s v Final Case Result — Close Case and Resubmit " .

Error: Close Case and Resubmit

A case result of Error: Close Case and Resubmit' means that the expiration date entered for the employee’s
US. Passport, Passport Card or driver's license is incorrect.

A new case must be created for this employee. To do this, simply close the case and create a new case for this
employee using the correct document expiration date.

This does not mean that the employee is not authorized to work. E-Verify will verify the employment eligibility
of this employee once you create a new case and enter the correct document expiration date.

A case result of Close Case and Resubmit means that the
expiration date entered for the employee’s U.S. Passport,
Passport Card, or driver’s license is incorrect. A new case must be
created for this employee. To do this, close the case and create a
new case for this employee.

This does not mean that the employee is not authorized to work.
E-Verify will verify the employment eligibility of this employee
once you create a new case.

EVerify  rome Coe  Clents  Reports  Resorces v © Emploer Agent User
Case Alerts

E-Verify Case Alerts are found on your user home page. This feature is designed to bring
your attention to cases that need your action.

When you log into E-Verify, Case Alerts may inform you of one of the following:

Open Cases to be Closed
Cases with New Updates

Work Authorization Documents Expiring

Each Case Alert indicates the number of cases that require your attention by a number in a
red circle on the alert. Each Case Alert can be accessed by a simple click

The next screen discusses each Case Alert in detail.

Exit Lesson Lesson 4 page 9of 13

Case Alerts

Case alert boxes with important information about your cases
appear under the welcome banner:

e Cases to be Closed

e Cases with Updates

e (Cases with Expiring Authorization Docs
e Recently Auto-Closed Cases

To view the updates, click the blue box in each case alert.

The next screen discusses each case alert in detail.

Cates with Eaxparing
Aytharization Docs
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Case Alerts - Open Cases to be Closed

Any case created in E-Verify and assigned a case verification number must be closed.

The ‘Open Cases to be Closed Case Alert provides quick access to all cases that need to
be closed.

Features of this tab include:

Sort cases by: status, last name, first name, case number or hire date

A quick link to each case by clicking on the case number

Option to view up to 100 cases per page

Case Alerts - Cases to be Closed

Any case created in E-Verify and assigned an E-Verify case
number must be closed.

The Cases to be Closed case alert provides quick access to all
cases that need to be closed.

@

Pacantly Avic-
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2R e Features of this screen include:
ot o s s [ e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number
e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)
e Sort by: Case Number, Case status, Last Name or First Day of
Employment
e Option to view up to 50 cases per page
You can also click Create New Case from this screen.
EVerify  rome Com: Ciews  Resors  Resouces v © Eroiouer sgmnt s v Case Alerts — Cases With Updates

Case Alerts - Cases with New Updates

The ‘Cases with New Updates' Case Alert is a quick link to all cases that have had a change
in case result

Allinterim cases must receive a final result and be closed. This Case Alert is an easy way to
manage these cases.

Features of this tab include:

Sort cases by: status, last name, first name, case number or hire date
Aquick link to each case by clicking on the case number
Option to view up to 100 cases per page

B3 oo Lesson 4 Page 110613

The Cases with Updates case alerts provides quick access to all
open cases that have had a change in case result.

All interim cases must be closed. This case alert is an easy way to
manage these cases.

Each case status is highlighted and you can click Continue Case
button to resume.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page

@
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You can also click Create New Case from this screen.
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Case Alerts - Work Authorization Docs Expiring

The ‘Work Authorization Docs Expiring’ Case Alert is just a notification that an employee's
Employment Authorization Document (Form 1-766) or Arrival/Departure Record
(Form 1-94) is expiring and to remind you to re-verify the employee by updating Section 3

of Form 1-9. The employee cannot be re-verified in E-Verify.

This is simply a reminder: no action s required in E-Verify. You can dismiss each alert by
selecting ‘Dismiss Alert.

This alert will only appear if the document the employee presented for the original
E-Verify case was either an Employment Authorization Document (Form 1-766) or an
Arrival/Departure Record (Form 1-94).

Features of this tab include:

Sort cases by: last name, first name, case number, hire date, expiration date or
days to expiration
A quick link to each case by clicking on the case number

Option to view up to 100 cases per page

Case Alerts — Cases With Expiring Authorization Docs

The case alert is a notification that an employee's Employment
Authorization Document (Form I-766) or Arrival/Departure
Record (Form 1-94) is expiring and to remind you to re-verify the
employee by updating Section 3 of Form I-9. The employee
cannot be re-verified in E-Verify.

This is simply a reminder; no action is required in E-Verify. You
can dismiss each alert by selecting Dismiss Alert.

This alert will only appear if the document the employee
presented for the original E-Verify case was either an
Employment Authorization Document (Form 1-766) or an
Arrival/Departure Record (Form 1-94).

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page.

You can also click Create New Case from this screen.

Cates with Eaxparing

Authorization Docs




Case Alert - Recently Auto—Closed Cases

The Recently Auto-Closed Cases case alert provides quick access
to all cases that were automatically closed after receiving an
Employment Authorized result.

This is notification your case was closed. Be sure to record the
case information as required on Form |-9 or print the case details

page.

Features of this screen include:

e Search: Employee Name, Case Number, Alien Number, Social
Security Number, Driver’s License Number, 1-94 Number or
Passport Number

e Click Show Filters to filter by Case Status, Submission Date
(From) and Submission date (To)

e Sort by: Case Number, Case status, Last Name or First Day of
Employment

e Option to view up to 50 cases per page

You can also click Create New Case from this screen.

Gt 10 b Cloes Sanes with Ypdates
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Summary

Congratulztions! You have completed Lesson 4 of the Program Administrater Tutorial for £-Verify Employer
Agents of Federal Contractors. You should now be able to:

Recognize final case results
Complete the verification process
Identify each Case Alert

Ot fgent e v
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Summary

Congratulations! You have completed Lesson 4 of the Program
Administrator Tutorial for E-Verify Employer Agents of Federal
Contractors. You should now be able to:

e Recognize final case results
e Complete the verification process
e Identify each case alert

@
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Lesson 5: Program Administrator
Account Administration
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Lesson 5: Program Administrator
Account Administration

Administration

Program Administrator Account Administration
Overview of User Roles

Create a Password

Navigation Menu

Manage Clients

Manage Company

Reports

{Review Lesson 5}
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Program Administrator Account Administration

Welcome to Lesson 5 of the Program Administrator Tutorial for E-Verify Employer Agents of Federal
Contractors. In this lesson, you will learn about the E-Verify topics listed below:

Overview of User Roles
Create a Password
Navigation Menu
Manage My Clients
Manage My Company
Reports

Lesson5 DPage 1of 20

Program Administrator Account Administration

Welcome to Lesson 5 of the Program Administrator
Tutorial for E-Verify Employer Agents of Federal
Contractors. In this lesson, you will learn about
these E-Verify topics:

e Overview of User Roles

e Create a Password

e Navigation Menu

¢ Manage Clients

e Manage Company

e Reports
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Learning Objectives

Learning Objectives
Upon completing this lesson, you should be able to:

e Understand the role of program administrator

O] I e St g e Recognize requirements to create a password
e Use your navigation menu
e Manage the information in My Clients and My
Company
il - ° Overview of User Roles

Overview of User Roles

A user role determines the functions and permissions
you have when you log into E-Verify. There are 2 user
roles:

e General User
e Program Administrator

E Verify o a -

Program Administrator
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Program Administrator

You are registered as a program administrator. Every
E-Verify participant is required to have at least one
program administrator.

As a program administrator, you:

e Create and manage cases in E-Verify

e Add and delete user accounts

e Create and manage client accounts

e Oversee cases created by the company’s or
entity’s users

e Create reports

e Update company profile information, including
points of contact

e Unlock passwords for user(s)




This lesson provides additional detail on how to
perform the functions listed above.

EVerify

Create a Password
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Program Administrator - Create a Password

The first time you log in to E-Verify, you are prompted
to change your password.

Passwords are case-sensitive, different from the
assigned user ID, and have the password
requirements below to create a new password.

At least 1 letter

At least 1 number, not as the first or last character
At least 1 special character from the following: !
@S%*()?:;{}+-~

Does not contain an invalid special character

Not identical to the User ID

Password length between 8 and 14 characters

No more than two consecutive characters from
the prior password.

Example: IL'keH20

IMPORTANT:

E-Verify will prompt you to change your password
every 90 days.

If you think your password has been
compromised, you must change your password
immediately. To change your password, access
the user profile options from the drop-down
menu under your username in the top right
corner of the account.
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Create a Password (continued)
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Program Administrator — Password Hints
Password should not:

e Contain any dictionary word

e Contain any proper noun or the name of any
person, pet, child, or fictional character, nor any
employee ID number, Social Security number,
birth date, phone number or any information that
could be readily guessed about the creator of the
password

e Contain any simple pattern of letters or numbers,
such as “qwerty” or “xyz123”

e Contain any word, noun or name spelled
backwards.

IMPORTANT: You should NEVER share your E-Verify
password. Every E-Verify user must have their own
unique user ID and password.




Password Help

Program Administrator — Password Help

If you try to log in with an incorrect password

three consecutive times, E-Verify will lock you out.

o Ifyou are locked out, first try to change
your password using the link Forgot
Password on the user log in screen.

o If you are unable to change your
password with Forgot Password link,
contact another program administrator in
your company or entity.

Each user must create password challenge
questions.

o You will need to correctly answer these
guestions to reset your password if you
ever forget it.

Important:

E-Verify will prompt you to change your password
every 90 days.

To comply with federal security guidelines, USCIS
is required to deactivate any user ID that has not
been accessed within the past 270 days. A
deactivated user ID will not affect the status of
your E-Verify account.
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Program Administrator E-Verify Home Page -
Navigation Menu

Each time you log in to E-Verify you will see a
Welcome Back banner with your name and company,
or entity listed.

Case alert boxes with important information about
your cases are under the welcome banner, including
Cases to be Closed, Cases with Updates, Cases with
Expiring Authorization Docs and Recently Auto-Closed
Cases.

Convenient quick links in gray boxes are directly
below the case alert boxes, including Create New
Case, Search Cases, View Resources and Contact Us.

Below the quick links, you will find the E-Verify News
section that keeps you up to date on the latest and
greatest with E-Verify.

The next slides will help you become familiar with the
links found on your user home page.

E-Verify Employer Agent Program Administrator - Navigation Menu
(continued)

NOTE: You should log out of S-Vesity after every se. To log out simply dlick Log Out from your uter home page

Navigation Menu - Links Above the Welcome Banner

The links above the welcome banner include:

Link Function
Home Employer Agent Home Page
Cases e Search

e Create New Cases
Clients e Search

e Terminate Cases

e Add New Company
Reports e  Run Quick Audit Report
Resources e View Essential Resources
e Take Tutorial

e View User Manual

e E-Verify News




e (Contact Us

Account
Options

e Company Account
e User Account

e LogOut

Navigation Menu — Case Alert Boxes

Case alerts boxes are located below the welcome

banner:

Link Function

Case e The case alert boxes bring attention

Alert to cases that need action or
provide important information
regarding your cases.

Casesto | ¢ Any case created in E-Verify and

be assigned an E-Verify case number

Closed must eventually be closed.

e The Cases to be Closed case alert
provides quick access to all cases
that need to be closed.

Cases e All open cases that have had a

with change in case result.

Updates | e All cases must eventually be closed.
This case alert is an easy way to
manage these cases.

e Click Continue Case to take action.

Cases e This is simply a reminder; no action

with is required in E-Verify.

Expiring | e This alert will only appear if the

Doc document the employee presented
for the original E-Verify case was
either an Employment
Authorization Document (Form I-
766) or an Arrival/Departure
Record (Form 1-94).

Recently | ¢ The Recently Auto-Closed cases

Auto — case alert provides quick access to

Closed all cases that were automatically

Cases




closed after receiving an
Employment Authorized result.

e This is notification your case was
closed. Be sure to record the E-
Verify case number as required on
Form I-9 or print the case details
page and attach it to the Form I-9.

Navigation Menu — Quick Links and E-Verify News

Quick Links and E-Verify News are located below the
Case Alert boxes:

Quick Link Function

Create New Case e Create new E-Verify
cases

Search Cases e Search Cases

View Resources e Access E-Verify
Resources

Contact Us e Contact E-Verify

E-Verify News e Stay up to date with the
latest E-Verify News

£ Verify : o i

Manage My Clients

E-Verify Employer Agents - Manage Clients

As a program administrator for E-Verify employer
agents, you manage important information about
your clients from the navigation menu option Clients.

On the Clients Company screen you can:
e Search and View Existing

e Terminate Companies

e Add New Client

The next screens discuss each link in detail.
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My Clients - Add Mew Client

Manage Clients — Add New Client

Both general users and program administrators for E-
Verify employer agents can add new clients.

Click Client and select Add New Company.

From the Add New Client screen enter:
e Company Category

e DBA
e EIN
e UEI

DUNS number

e Number of employees
o NAICS code

e C(Click Save & Continue.

An email is sent to the MOU signing authority
assigned during enrollment. Your client will need to
electronically sign the MOU once the client receives
the email. The client has 7 federal business days to
view, sign or decline the MOU. If the client
accidentally declines the MOU or the link expires, you
can resend the request for the client to sign the MOU.

For more information review the E-Verify User
Manual for E-Verify Employer Agents found in View
Essential Resources.
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My Clients - View Existing Clients

Manage Clients — Edit Client Information
The Clients page allows you to do the following:
e Display all client companies

e Edit client company information
e Reject Enrollment

[
e Resend MOU Email
— e View MOU
iaranmae e Upload MOU signature page
e Close Client Company
=l - B -
IMPORTANT:
e Before you can create and manage cases in E-
Verify, the MOU must be electronically signed or
manually uploaded. The next screen provides
additional information.
e Instructions on how to navigate each function is
detailed in the E-Verify User Manual for E-
Verify Employer Agents located in View Essential
Resources.
E Verify - 0

‘Wiew Existing Clients - Upload MOU Signature Page

Delete — covered under ‘Manage Client — Add New
Client’
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Manage My Company

Program Admininstrator - Manage Company Account

As a program administrator, you manage important
information about your company and users with the
Company Account navigation feature. This feature
includes:

| ‘EVerify i1om

Welcome back, Employer Agent!

i

et repioyer's Ootount ooy

® (A g &

o ® ] o
e Edit Company Profile il | | TR | | Setamiaten | | Geseatemss

[e=] e e e Mange Users T B ===
e (Close Company Account
© Creute New Case 4 Semrch Cases ¥ Vew Rescurces & Contact Us
The next screens provide additional information.
E Vrily ¥ a Manage Company Account - Edit Company Profile

Edit Company Profile

The Company Profile screen allows you to view and/or
edit the current information entered when your
company, or entity, enrolled in E-Verify.

Click the edit option under the section you wish to
modify.

To view your MOU, click View Current MOU.
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Manage Clients — Edit Company Profile Fields Table

On your client company screen, you can update any of
the fields outlined in the table below:

FIELD NAME | DESCRIPTION

Company Company/entity enrolled in E-

Name Verify.

Doing The Doing Business As (DBA)

Business As Name is the name under which a

(DBA) Name | company/entity operates. The
DBA is visible to the public, but is
not the legal, registered name of
that organization.

Employer An Employer Identification

Identification | Number (EIN) is also known as

Number the Federal Tax Identification

(EIN) Number and is used to identify a
business entity. An EIN is
required for an employer to
enroll in E-Verify. Employers who
do not have an EIN can apply
online with the IRS to receive an
EIN immediately.

Unique A UEl is a 12-digit alphanumeric

Entity identifier that is provided by

Identifier SAM.gov to all entities who

(UEI) register to do business with the
federal government. Learn more
about the UEI.

DUNS A DUNS number is a unique, 9-

Number digit identifier issued and
maintained by Dun & Bradstreet
that can help verify the existence
of a business entity. Learn more
about the DUNS Number.

Total Indicate total number of

Number of company/entity employees from

Employees 1to 10,000 and over.



https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://sam.gov/content/duns-uei
https://sam.gov/content/duns-uei
https://www.dnb.com/duns-number.html
https://www.dnb.com/duns-number.html

NAICS The North American Industry

Code(s) Classification System (NAICS)
classifies businesses by industry
to collect, analyze, and publish
statistical data related to the U.S.
business economy. A three-digit
NAICS code is required for an
employer to enroll in E-Verify.

Employer Employer category that best

Category describes your organization.

Physical Location where cases are

Address created.

Mailing Company's/entity’s mailing

Address address. If this address is
different from the physical
location, use this field to make
the necessary changes.

Hiring Sites A hiring site is the location where
employees are hired and they
complete Form I-9.

EVirily . a -
Edit Company Profile - Update Compony Profile

Manage Company Account — Edit Employer Category

To update company profile information, as a federal

contractor, follow the steps outlined below.

e From the Company Account, Company Profile
screen Click Edit Employer Category section.

e From the Edit Employer Category under Which
category best describes your organization? Select
the category that best describes your
organization.

e Select your organization Federal Contractor type.

e Select your organization Federal Contractor with
FAR E-Verify Clause type.

e Select which employees your organization will
verify.

Click Save to submit your modifications.




Edit Company Profile - Update Company Profile (continued)

Manage Company Account — Federal Contractor Type

If you selected Institution of Higher Education, State
or Local Government, Federally Recognized Indian
Tribe or Surety, the following options will appear for
your selection:

e Employees assigned to a covered federal contract
only: As an Institution of Higher Education, a State
or Local Government, a Federally Recognized
Indian Tribe or a Surety, you only need to verify
employees (both new and existing) assigned to a
covered federal contract. By selecting this option,
you have elected to only verify employees
assigned to a federal contract as required by the
regulation.

e Employees assigned to a covered federal contract
and new hires throughout the organization: As an
Institution of Higher Education, a State or Local
Government, a Federally Recognized Indian Tribe
or a Surety, you are only required to verify
employees assigned to a covered federal contract.
However, you have the option to verify all of your
company's or entity’s new hires in addition to
those employees assigned to a covered federal
contract.

Select Next to submit your updates.

E Verity . a B
Edit Company Profile - Update Company Profile (continued)
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Manage Company Account — Decide which
employees the employer will verify.

To comply with the FAR E-Verify clause, a federal
contractor must verify all new hires and existing
employees assigned to the federal contract.

Federal contractors may also opt to verify their entire
workforce with E-Verify.

You must decide which employees the employer will
verify:




e All new hires and all existing employees assigned
to a federal contract: Federal contractors who
select this option will be required to verify all new
hires (throughout the company or entity) and all
existing employees who are assigned to their
federal contracts.

OR

e Entire workforce (all new hires and all existing
employees throughout the entire company or
entity): You should select this option only if you
wish to verify your entire workforce. By selecting
this option, you are providing notification to DHS
that you have elected to verify your entire
workforce.

NOTE: If you choose Entire Workforce at the time of
enrollment or when updating your Company
Information page, you must verify all existing
employees except those that are exempt from E-
Verify as described in E-Verify Supplemental Guide for
Federal Contractors, Section 3.3 found in View
Essential Resources. You are not permitted to change
this decision once you begin verifying your existing
workforce.

NOTE: For more information, review the information
in the E-Verify Supplemental Guide for Federal
Contractors found in View Essential Resources.

Everify . 8 ;
Edit Company Profile - Point of Conoct

Manage Company Account - Edit Company Profile —
Point of Contact

You must have at least one person in your company
or entity assigned as a point of contact for E-Verify.

The MOU signatory will be added on your accounts
during the enrollment process as the point of contact
on the E-Verify account.

To update the point of contact, follow the steps
outlined in the E-Verify User Manual for E-



https://www.e-verify.gov/supplemental-guide-for-federal-contractors-30-e-verify-enrollment-and-participation-as-a-federal/33
https://www.e-verify.gov/supplemental-guide-for-federal-contractors-30-e-verify-enrollment-and-participation-as-a-federal/33

Verify Employer Agent found in View Essential
Resources.

E Verify ; . a =

Edit Company Profile - Update RAICS Code

Delete — covered under ‘View Existing Clients’

s | [ER i e—
iy : ks ? Delete — covered under ‘View Existing Clients’
e

Edit Company Profile - Update NAICS Code (continued)
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As a program admininstrator, you can manage your
company’s/entity’s list of hiring sites.

From Company Account, click Company Profile.
From the Company Profile screen select Edit Hiring
Sites.

Review the Total Hiring Sites section and select the
hiring site to be edited. You can review, edit or delete
an existing hiring site.

Select Add Hiring Site and enter the street address,
city, state, and ZIP code and click Add Hiring Site to
add your hiring sites one at a time.

Edit Hiring Sites
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Add New User

Manage Company Account — Add New User

Enrolled accounts can assign their users with different
permissions and functions.

There are two types of users: Program Administrators
and General Users.

You can also create Web Services credentials that will
provide developer access to a suite of features that
can integrate into proprietary software.

To review more detailed permissions of the user roles
and Web Service access, please read more here.

When they open the drop-down menu under User
Role, Web Services Access is also an option

Enter the user information including the email
address, last name, first name and phone number and
click Next.

E-Verify will automatically generate an Access ID for
the user. Users may accept the system generated ID
or create their own. To accept the system generated
ID, they click Submit New ID.

To create your own user ID, delete the system
generated user ID and type your desired user ID. Your
user ID must be exactly eight alphanumeric characters
(letters and numbers) and is not case sensitive.

When they are finished, click Submit New ID.
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View Existing Users

Manage Company Account — Manage Users

Manage Users allows you to view, search and
maintain the general users and program
administrators assigned to your company.

From Company Account, Click Manage Users.

The Users page allows you to manage your users’
accounts.

You can:

e View Web Services Access and Add Access;

e Search by User ID, First and Last Name;

e  Filter by User Roles and/or User Status;

e View users whose password change is required or
is pending reactivation;

e Edit user information; or

e Delete users.

You can also add users by clicking + Add User.

L

s o ey
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View Existing Users - Reset User Password




Close Company Account

Manage Company Account — Close Company Account

As a program administrator, you can close your
company's, or entity’s, account with E-Verify.

Terminate My Company Account
A e

e

= 3 - From the Close Company Account page: e

The information about the company’s or entity’s St S e

account to be closed, note the prepopulated closure

(termination) request date, provide account closure o S

request reason and click next.

If you do not want to request termination for this

account at this time, click Cancel.
ey Reports stecins at
Tutorial L)

. .

On the home page, above the welcome banner, click
Reports.

Select the report you want to create from the options
available.

A description of the report is provided on the report
screen.

For more information review please review the E-
Verify User Manual.



https://www.e-verify.gov/e-verify-user-manual
https://www.e-verify.gov/e-verify-user-manual

Summary

Congratulations! You have completed Lesson 5 of the Program Administrator Tutorial for E-Verify Employer
Agents of Federal Contractors. You should now be able to;

dentify the role of Program Administrators in support of your company’s users
Recognize requirements to create a passwerd
Use yeur left navigation menu

Manage the information in "My Clients” and ‘My Company’

Lesson5 Page 20 of 29

Congratulations! You have completed Lesson 5 of the
Program Administrator Tutorial for E-Verify Employer
Agents. You should now be able to:

e Understand the role of program administrator in
support of your company's, or entity’s, users

e Recognize requirements to create a password

e Use your navigation menu

e Manage the information in clients and company
account information
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Lesson 1: Introduction

Introduction
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Welcome to the E-Verify Tutorial

Lesson 1: Intreduction Lesson 2: Company Lecation
Administration

i
Knowledge Test
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This tutorial is designed for Corporate Administrators that participate in E-
Verify.

In this section, you can review any of the completed tutorial lessons or
retake the knowledge test that was required to start using E-Verify. This
tutorial covers the topics outlined below:

Lesson 1: Introduction

Introduction

E-Verify Background and Overview
Privacy Statement and Guidelines
Corporate Administrator Overview
E-Verify User Roles Overview
E-Verify Home Page

[Review Lesson 1]

Lesson 2: Company Location Administration
Company Location Administration
Verification Locations vs. Hiring Sites

Enroll Verification Locations

Manage Company Location

Resources

[Review Lesson 2]

Lesson 3: Corporate Administrator Account Administration
Corporate Administrator Account Administration




Create a Password

Navigation Menu

Manage my Corporate Administration Account
Reports

Resources

[Review Lesson 3]

Lesson 1: Introduction

Lesson 1: Introduction Introduction

Introduction E-Verify Background and Overview
Backeround and Overview Privacy Statement and Guidelines
Privacy Statement and Guidelines Corporate Administrator Overview
Corporate Administrator Overview E—Verify User Roles Overview

Overview of User Roles

E-Verify Home Page

sehtonsFaze [Review Lesson 1]

Each user must successfully complete the online E Verify tutorial before they
create or manage cases.

ernment Here's how you knaw v

Introduction

Home  Company Locations v Reports  Resources v @ JohnDoe v

Welcome to Lesson 1 of the E-Verify Tutorial for Corporate Administrators.

Intcoduction In this lesson, you will learn about:
Welcome to Lesson 1 of the E-Verify Tutorial for Corporate Administrators. In this lesson, you will learn about
the E-Verify topics listed below:
Background and Overview . .
ey St s Guidlives e E-Verify Background and Overview
Corporate Administrator Overview . . .
Ovenve o User oles e  Privacy Statement and Guidelines
E-Verify Home Page .. .
’ e Corporate Administrator Overview
e E-Verify User Roles Overview

e E-Verify Home Page
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Learning Objectives

Upon completing this lesson, you should be able to:

Descrice the background and overview of E-Verify

Carry out and comply with guidelines privacy and personal information
Describe the purpose of a Corporate Administrator account
Identify the ifferent E-Verify user roles

Recagnize the E-Verify home page

[ [ o 2ot

Learning Objectives

Upon completing this lesson, you should be able to:
e Describe E-Verify’s background and overview

e Comply with privacy guidelines

e Describe a corporate admininstrator’s role

e Identify the different E-Verify user roles

e Recognize the E-Verify home page

B= Anofficial websie of the United States govemment Her

EVerify Home  Company Lo

Background and Overview

In 1996, Congress passed the lllegal Immigration Reform and Immigrant Responsisility Act (IRIRA), which required the =
Sacial Security Administration ($SA} and U.S. Citizenship and Immigration Services (USCIS), formerly the Immigration E‘vel'lfy

and Naturalization Service (INS), to initiate an employment verification pilot program

ons v Reporls  Resources v

O JohnDoe v

Under the U.S, Department of Homeland Security (DHS), USCIS operates the E-Verify program, previeusly referred to as
Basic Pilot. E-Verify implements the legal requirement in IIRIRA by allowing any U.S. employer to verify the employment
eligibllity of its newly hired employees.

Lesson 1 Page 3 of 15

E-Verify Background

In 1996, Congress passed the Illegal Immigration Reform and Immigrant
Responsibility Act (IIRIRA), which required the Department of Homeland
Security (DHS) and Social Security Administration (SSA) to develop an
employment eligibility confirmation process now known as E-Verify.

T = o
‘ E Verify Home Companylocations v  Reports  Resources ™ @ JohnDoe v
Overview

E-Verify is a voluntary program for most employers, but mandatory for some, such as employers with federal

contracts or subcontracts that contain the Federal Acquisition Regulation (FAR) E-Verify clause and employers

in certain states

E-Verify is an Intemnet-based system operated by the US. Department of Homeland Security (DHS) in
| partnership with the Social Security Administration (SSA) that allows participating employers to electronically

| verify the employment eligibllity of their newly hired employee and/or employee assigned to a federal contract

E-Verify Overview

E-Verify is an internet-based system that electronically confirms the
identity and employment eligibility of newly hired employees to work in
the United States.

E-Verify is a voluntary program. Employers with federal contracts or
subcontracts that contain the Federal Acquisition Regulation (FAR) E-Verify
clause are required to enroll in and use E-Verify as a condition of federal
contracting. Employers with employees in states with legislation that
requires participation in E-Verify, for example, as a condition of business
licensing, may also be required to participate in E-Verify. In addition, an
employer may be required to participate in E-Verify pursuant to a court
order.
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How It Works

E-Verify works by comparing the information entered on an employee's Form 19, Employment Eligibility
| Verification, with S5 and DHS records to

ify emplayment eligibility.
At this time, an employer can verify the employment eligibility of only one person at a time within E-Verify. All

new, temporary, seasonal and rehired employees must be entered into E-Verify individually

How E-Verify Works

E-Verify works by electronically comparing the information from an
employee’s Form |-9, Employment Eligibility Verification, with official
government records that E-Verify can access to verify the identity and
employment eligibility of each newly hired employee and/or employee
assigned to a covered federal contract.

BE An officual website of the United States govemment Here's how you know v
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Privacy Statement and Guidelines

| “The use of E-Verify requires the collsction of personally identtfable information. It s essential to. protect the
privacy of individuals that submit information to be processed through E-Verify.

It is your responsibility to ensure that all personal information collected is safeguarded and used only for the

| purposes outlined in the Memorandum of Understanding (MOU) between E-Verify and the employer/user.
|
|

Privacy Statement and Guidelines

E-Verify use requires the collection of personally identifiable information
(P1). Employers must protect the privacy of employees who submit
information to be processed through E-Verify and ensure that all personal
information collected is safeguarded and used only for the purposes
outlined in the MOU.

E-Verify protects Pll in accordance with the National Archives and Records
Administration (NARA) records retention and disposal schedule (N 1-566-

08-7) by annually disposing of E-Verify records that are over 10 years old.

This minimizes security and privacy risks associated with U.S. government
retention of PII.

Failure to properly protect employee information can result in identity
theft or fraud, and can cause considerable inconvenience, harm, or
embarrassment to the employees or employer affected.

"R ERE S
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Privacy and Security Statement (continued)

Resources v

Failure to properly protect the personally identifiable information collected for the purposes of verifying
employment eligibility in E-Verify can result in identity theft or fraud, and can cause considerable
inconvenience, harm or embarrassment to the individual(s) affected.

| = o s et e Utz e
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Privacy Guidelines
At minmu, take thesteps outlined n the table below to protect personl informstion and compy with the appropiiate regulations:

PRIVACY GUIDELINES

fr.
e informaton and perfarm verifi

Allow ONLY suthorized smployeet to.
Ensure that only the appropriate emplayee

Privacy Statement and Guidelines

Privacy Guidelines Overview

e Allow only authorized users to use E-Verify.
Ensure that only appropriate users handle information and create
cases.

e Secure access to E-Verify.
Protect passwords used to access E-Verify and ensure that
unauthorized persons do not access to E-Verify.

e Protect and store employee information properly.
Ensure that employee information is stored in a safe and secure
location and that only authorized users have access to this
information.

e Discuss E-Verify results in private.
Ensure that all case results including mismatches and Final
Nonconfirmations are discussed in private with the employee.

REMINDER
You must ensure that all Pll is safeguarded.

() R s N
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Corporate Administrator Overview

The corporate admininstror account is an optional management tool that
enables an organization to manage and create reports for multiple E-Verify
Employer accounts. Corporate administrators can:

e Oversee E-Verify Employer accounts and provide support to all
enrolled verification locations and registered users at these locations;

e Enroll the employer’s verification locations in E-Verify; and

e Manage the information and users that are linked to your corporate
administrator account.

A corporate administrator account on its own cannot: create, view or
manage cases in E-Verify.

Note: Users who wish to create and manage cases should enroll in an
employer account.
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Corporate Administrator Overview
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E-Verify Verification Locations

A verification location is where the employer’s staff takes the information
from an employee’s Form I-9 and creates a case in E-Verify. Generally, each
verification location has its own employer account. A corporate
admininstrator account is useful to an organization that plans to create E-
Verify cases from multiple locations and want to link these sites to a single
central account for management and reporting.

e Corporate administrators are the only user role with access to the
corporate administrator account.

e Each verification location (employer account) must have at least one
program administrator who provides support for general users and
manages the location’s profile.

e Averification location can choose to have general users, in addition to
program administrators, who will only be able to create and manage
their cases.

e Corporate administrators oversee E-Verify use and provide support to
all enrolled verification locations and users at these locations.

e A corporate administrator’s primary functions are to enroll the
employer’s verification locations in E-Verify and to manage the
information and users that are linked to your corporate administrator
account.

e The corporate administrator account on its own does not allow you to
create, view, or manage cases in E-Verify. If a company or entity has
only one location where they will create E-Verify cases, that company
or entity may simply enroll with an E-Verify account.
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Overview of User Roles

Corporate Administrator User Roles Overview

As a corporate administrator you may:

e Enroll new verification locations (Employer accounts)

e Update corporate and verification location profile information

e Create user accounts for other corporate admininstrators and program
[ — administrators and general users

o C(Create reports

e Update profile information for other program administrators, general

users, and themselves

e Unlock and/or delete user accounts

e Close corporate admininstrator and Employer accounts
T —————— py— Corporate Administrator User Roles

Tutorial

User Roles - Corporate Administrators (continued)

s a Corporat

envoll in EVerify as an Employer

Back Bt Losson Lemon 1 1200 120075

As a corporate administrator, it is important to know:

You CANNOT create or manage E-Verify cases

A corporate administrator account allows you to oversee E-Verify
accounts for multiple verification locations.

Another corporate administrator in your company or entity can assist
you if you have been locked out of E-Verify due to a password issue
You may use your corporate administrator account to enroll your
verification locations in E-Verify.

I ncifcal wabat of tha Unted Staes g0
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User Roles - For Verification Locations (Employer Accounts)

There are two user roles that can be assigned to a verifcation location (Employer accoun):

General User General Users create, manage and close their own E-Verify cases, update their
user profile. change their password and view reports.

Program AProgram Administrator can alsocreate and manage cases in E-Verify. In
Administrator addiion. e or she adds and deletes user accounts, oversees cases created by
R

profile
information and resets user passwords.

¥ inE-Verify atleast1
Program Adminitrator,

Lesson 1 Page 130f15

Corporate Administrator Rules and Responsibilities — Verification
Locations (Employer Accounts)

There are two user roles that can be assigned to a verification location
(Employer account):

General User

General users create, manage and close E-Verify
cases, update their user profile, change their
password and view reports.

Program
Administrator

A program administrator can also create and manage
cases in E-Verify. In addition, program administrators
add and delete user accounts, oversees cases
created by the verification location's users, creates
reports, updates company or entity profile
information and resets user passwords.




Every verification location enrolled in E-Verify is
required to have at least one program administrator.

Everify - B — PR Delete - Existing Employer Accounts
This is no longer a self-service option for a Program Admin on an existing
Existing Employer Accounts Em ployer account.

EVerity - E—— . ow— E-Verify Home Screen
‘ Each time you log in to E-Verify you will see a welcome back banner with
E-Verify Home Page

: ; your name and company or entity listed.
Any time you leg into E-Verity, you are provided with your user home page. Your user home page has
important information and navigation links that you should become familiar with. To do this, review the | S5

information in the table below as it relates to the screen shot.

Important home page areas to be familar with include the folloving

Directly below the welcome banner are convenient quick links in gray

Pravides your name, User 10, date and time of st login and Lo . . . 0__*) LT ! o
N T it i boxes, including Manage Company Locations, Resources and Contact Us. = €
co s i Below the quick links is the E-Verify News section that keeps you up to s
Welcome to Eerily Provides the telephone number and e-mail address to Customer . .
o il date on the latest and greatest with E-Verify.
4 EVerify News Provides important information and updates about E-Verify.

The next slides will help you become familiar with the links found on your
user home page and provide additional information about each link.

Navigation buttons above the banner include:
MENU FUNCTIONS
Company Locations | ¢ Mange Company Locations
e Manage Company Locations Users

Reports e Run Reports
e  Run Quick Audit Report
Resources e View Essential Resources

o Take Tutorial

e View User Manual

e E-Verify News

e Contact Us

Corporate Account | e Corporate Profile

e Manage Administrators




e Close Corporate Account

User Account e User Profile
e Change Password
e Change Security Questions

EVerify Home  Companylocations ¥  Reports  Resources v O Cororate Admin v 5ummary
Summary Congratulations! You have completed Lesson 1 of the E-Verify Tutorial for

Congratulations! You have completed Lessan 1 of the E-Verify Tutorial for Corporate Administrators.
You should now be able to:
Describe the background and overview of E-Verify
Carry out and comply with guidelines for protecting privacy and personal information
Describe the purpose of a Corporate Administrater account
identify the different E-Verify user roles

Recognize the E-Verify home page

Complete Lesson Exit Lesson Lesson 1 Page 15 15

Corporate Administrators.

You should now be able to:

e Describe the background and overview of E-Verify

e Carry out and comply with guidelines for protecting privacy and
personal information

e Describe the purpose of a corporate administrator account

e Identify the different E-Verify user roles

e Recognize the E-Verify home page
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Lesson 2: Company Location Administration
e Company Location Administration
e \Verification Locations vs. Hiring Sites
e Enroll Verification Locations
e Manage Company Locations
e Resources
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Company Location Administration
Welcome to Lesson 2 of the E-Verify Tutorial for Corporate Administrators. In this lesson, you will learn about
the E-Verify topics listed below:

Verification Locations vs. Hiring Sites

Enroll 3 Verification Location

Manage Company Locations

[
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Company Location Administration

Welcome to Lesson 2 of the E-Verify Corporate Administrator Tutorial. In

this lesson, you will learn about:

e Verification Locations vs. Hiring Sites
e Enrolling a Verification Location

e Managing Company Locations

e Resources

s with Expring
Authorization Docs
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Learning Objectives

Upon completing this lessen, you should be able to:
Recognize the difference between a verification location and a hiring site
Enroll a verification location
Manage the information in "My Company Locations'

identify the role of Corporate Administrators in support of users at your company locations

Learning Objectives

Upon completing this lesson, you should be able to:

e Recognize the difference between a verification location and a

hiring site
e Enroll a verification location
e Manage the information in Company Locations

o |dentify the role of Corporate Administrators in support of users at

your company locations
e Terminate Company Locations

EVOrify  ore Comeanjiocatns v fesorts  Resourcss v 0 coo g

Company Location Administration
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Company Location Administration

As a Corporate Administrator, your primary functions are to:

1. Enroll your company's verification locations in E-Verify as Employer

accounts; and

2. Manage the information and users that are linked to your Corporate

Administrator account.
3. Terminate company Locations

E Verify Heme  Companylecations ¥ Reg

Verification Locations vs. Hiring Sites

orts

There are two types of company locations in E-Verify: verification locations and hiring sites.

It is important to recognize the difference between verification locations and hiring sites to determine
how to organize your company's E-Verify accounts.

The next sereens discuss verification locations and hiring sites in more detail.

m Exit Lesson Lesson2 Pagedof 23

Verification Locations vs. Hiring Sites

There are two types of company locations in E-Verify:
e Verification locations; and
e Hiring sites.

It is important to recognize the difference between verification locations
and hiring sites to determine how to organize your company’s or entity’s E-

Verify accounts.

The next screen discusses verification locations and hiring sites in more

detail.

EVerify rooe

Welcome back, Corporate!
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Verification Location

A verification location is where your company's staff takes the infermation from an employee's Form |-
9 and creates a case in E-Verify,

Thiz is where General Users and Program Administrators create cases in E-Verify, Generally, each
verification location has its own Employer account. However, it is impertant to know that:

If your company has staff at each location that uses E-Verify, then each location is considered
a verification location.

OR

If your company centralizes the use of E-Verify to certain locations, then only those locations
are considered verification locations.

Lesson 2 Page 5 of 23

Verification Location

A verification location is where your company's or entity’s staff takes the
information from an employee's Form |-9 and creates a case in E-Verify.

This is where General Users and Program Administrators create cases
in E-Verify.

Generally, each verification location has its own Employer account.
However, it is important to know that:

e If your company or entity has staff at more than one location, and each
one uses E-Verify, then each location is considered a verification
location.

OR

e |f your company or entity centralizes the use of E-Verify to certain
locations, then only those locations are considered verification
locations.

EVerify Home  Company Locations v

Hiring Site

A hiring site is the location where your company’s employees are hired and they complete Form 1-6.

If your company creates cases in £-Verify at the same location that an employee completes Form I-9, it
is a verification location AND a hiring site.

Companies select which sites participate in E-Verify on a hiring site by hiring site basis. This means
that if you decide to have a hiring site participate in E-Verify, you must verify all newly hired  ESEENNT TR T3 Ta s
employees for that hiring site. If you decide NOT to have a hiring site participate, you are not

permitted to verify ANY employees at that location

Lesson 2 Page 6 of 23

Hiring Site

A hiring site is the location where the employer hires employees and they
complete Form 1-9. If your company or entity creates cases in E-Verify at the
same location, it is a verification location and a hiring site.

Companies and entities may individually select which hiring sites participate
in E-Verify. This means that if you decide to have a hiring site participate in
E-Verify, you must verify all newly hired employees for that hiring site. If
you decide not to have a hiring site participate, you are not permitted to
verify any employees at that location.

Corporate Administrator

Corporate Headquarters

Verification Locations
Compan
(Employer Accounts) Vet

Location

Company
Verification
Location

Company
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Hiring Sites
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Enroll Verification Locations

As a Corporate Administrator, you may enroll your new verification locations in E-Verify.

To enroll a verification location, from "My Company Lacations,” click *Add New Location.

The next screens discuss the steps to enroll 2 verification lacation in E-Verify.

B3 oo Lesson2 Page7of 23

Enroll Verification Locations

As a corporate administrator, you may enroll your new verification
locations in E-Verify.

To enroll a verification location, from Company Locations click Manage
Company Locations.

Welcome back, Corporate!
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Enroll a Verification Location - Select Employer Category
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Add New Company Location — Choose Account Access
From Company Locations click Manage Company Locations and select Add
New Company. Add the account access method that best describes how

you company or entity plans to use E-Verify and click Next.

To learn more, click the arrow on the right of each option.

EVerify Home Companylocations v  Reports  Resources O Comporote admin v

Enroll a Verification Location - Sign Memorandum of Understanding
The Memorandum of Understanding (MOU) is an agreement between the employer, the Department of
Homeland Security and the Social Security Administration, All users must follow the guidelines set forth in it.
Select *Agree’ if you agree to the terms and conditions of the MOU.
NOTE: If you do not agree with the terms and conditions of the MOU, you will not be able to enrall your
verification lacation
After agreeing to the terms and canditions of the MOU, click 'Next.' This action electronically signs the
MOU.

Add New Company Location — Employer Category

From the Employer Category page, select the employer category that best
describes your organization and click Next.
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Enroll a Verification Location - Enter Company Information

lesources v

After you have agreed to the terms and conditions of the MOU, enter all required fields (marked with =)
about the verification location and click "NEXT."

oy riomsien
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EVerify . O PR o R Coly el o to Admin

f you know the verification location’s NAICS code, enter the three-digit NAICS code in the field
provided, then click 'Accept NAICS Code and Continue.
OR

f the number is not known, click 'Generate NAICS Code’ to select the appropriate sector and
subsector. Thas will determine the appropriate NAKCS code.

Lesson 2 Page 110623

Add New Complany Location — Company Information

From the Company Information screen enter the company information
including the company name, employer identification number, street
address, total number of employees and NAICS code and click Next.

Resources v @ Corporate Admin v
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Tutorial

Enroll a Verification Location - Multiple/Single Site Verification

Your verification locations may create E-Verify cases for several hiring sites or only one hiring site
If the verification location will create E-Verify cases for one hiring site, click 'Single Site
Verification.’
NOTE: 4 single hiring site is automatically listed for the same state associated with the
lecation being enrolled.
OR

If the verification location will create E-verify cases for more than one hiring site, click
‘Multiple Sites Verification.”
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Add New Company Location — Hiring Sites

From the Hiring Sites page select Add Hiring Site and enter the street
address, city, state, and zip code and click Add Hiring Site to add your hiring
sites one at a time.

OR
Select Bulk Upload to add multiple hiring sites by uploading a file.

To use the bulk upload function, you must create a comma separated value

(.csv) file with the hiring site addresses.

e If you need to create a .csv file, click Download CSV Template to open a
pre-formatted .csv file. Add the hiring site addresses to the .csv file and
save the document.

Company

Verification Location

e

Hiring
Site

Hiring
Site

Hiring
Site
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e You also can drag the .csv file or click Choose From Folder to locate the
file and click Bulk Upload Hiring Sites.

EVerify Home  Company Lecations ¥ tesources v O corporate Admin v

Enroll a Verification Location - Enter Hiring Sites

If you select "Multiple Sites Verification,” you will need to list the number of hiring sites by state for which
the verification location will create E-Verify cases. To add a new state, follow the steps listed below.

Click *Add.
From the drop down list, select a state and enter the number of hiring sites in that state.

Click "Update' to save the hiring site information.
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Add New Company Location - E-Verify Users

A company must have one memorandum of understanding (MOU)
signatory and at least one program administrator. If you need access to
E-Verify once your company is enrolled, please add yourself as a Program
Administrator:

e From the Corporate Account click Manage Administrators.

e From the Users screen, add user(s) and designate the MOU Signatory
and the Program Administrators. Program Administrators can be added
or deleted at any time after enrollment is complete.

EVerify  rore  componyiocaton v fesor @ oo s ~

Enroll a Verification Location - Enter Point(s) of Contact

tesources v

You must have at least one person in your verification lecation assigned as 2 point of contact for E-Verify.
The persan(s) entered will automatically be a Pragram Administrator, unless you specify someone different

Enter the point of contact information and click ‘Next” =

Click 'Add"' from the Points of Contact Summary List screen to enter additional points of contact.

The Program Administrator(s} should receive a confirmation e-mail within a few minutes after you complete
the verification locations' enrollment with their user IG and temporary password.
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Add New Company Location — Review and Submit Enroliment

From the Review and Submit Enrollment page, review your company’s
information. In the Company Access and MOU section:

e C(Click View MOU to see your MOU;

e Review Terms of Use;

e Check | Agree; and

e Click Submit Enrollment.

EVerify Home  Componylocations ¥ Report O corporate Admin v

Enroll a Verification Location - Review and Submit Information

iesources v

The last step to complete the verification location enrollment is to review the information you entered for
accuracy.

Click "view/Edit' to make any changes.

Once you have reviewed the verification locatian information, click ‘Register Emplayer.”

Your verification location is now enrolled in E-Verify!
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Add New Company Location — Enroliment Complete

The Enrollment Completed page will display a green banner to show your
enrollment is successful.

Your E-Verify program administrators will receive their user IDs and
passwords by email. Please be sure to check your spam and/or junk folders
if you are not seeing it in your inbox.

Before you complete this process, click on View Memorandum of
Understanding (MOU) and print or save a copy to share with your Human

Resources manager, legal counsel, and other appropriate staff.

You MUST notify ALL employees of your participation in E-Verify:




e Provide the following posters to your company locations:
e Notice of E-Verify Participation
e Right to Work.

e Ensure all locations display the posters (in both English and Spanish) in
a prominent place that is clearly visible to all current and prospective
employees.

e Replace their participation posters when updates are provided by DHS
to ensure employees, applicants, and the public have the most recent
and complete information regarding E-Verify.

e E-Verify recommends providing a copy of these posters with job
application materials, either online or in hard copy.

EVerify Home

Manage Company Locations
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As a Corporate Administrator, you manage important information about your company locaticns and users with
‘My Company Lecations' navigation features. In addition to *Add New Lecation,” other features includes:

View Existing Locations

Add New User

View Existing Users

Close Company Accounts

The following screens provide additional infermation.

Lesson2 Page 160f 23

Company Locations — Terminate Company

As a Corporate Administrator, you may terminate a company verification
location in E-Verify.

To terminate a verification location, from Company Locations click Manage
Company Locations.

Use the Sort by Function or Review and check the box next to the company
or companies to be terminated and click Terminate Selected.

EVerify Home  Companylecations ¥ Aeports

Manage Company Locations - View Existing Locations
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The "View Existing Locations' link allows you to search for the verification locations linked to your
Corporate Administrator account. You can use this link to view and update the verification location's:
Company information,

Hiring sites

Paint(s) of contact, and
NAICS code.

To view and update the verification location’s profile, follow the steps outlined in the 'E-Verify User
nanual for Corporate Administrators' found in ‘View Essential Resources.’

Lesson2 Page 17 of 23

Company Locations — Terminate Company Locations

From the Terminate Company Locations page:

Review the selected company to be terminated, note the prepopulated
termination request date, provide the termination request reason and click
Next.

If you do not want to request termination for this account at this time, click
Cancel.




Manage Company Location Users

As a corporate administrator, you manage important information about
your company locations and users. Manage Company Location Users
navigation features include:

View existing locations and users;
Add new users and assign user roles;
Edit user information and delete users; and

Change user passwords.

The following screens provide additional information.

[ . : ‘

Enter User Information
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Manage My Company Locations - Add New User

tesources ¥

Az 3 Corporate Administrator, you may add new users for a verification location. The new user will
receive his or her user ID and password by e-mail

To add 2 new user, follow the steps outlined in the 'E-Verify User Manual for Corporate
Administrators’ found in 'View Essential Resources.’

[ca) - JEN
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Manage Company Locations Users
The Users page allows you to manage users linked to your Corporate
Administrator account. You can:

1)
2)
3)
4)

5)
6)

View company locations;

Search by User ID, First and Last Name;

Add users;

View users whose password change is required and pending
reactivation;

Edit user information; and/or

Delete users.

The next few slides will give you more information.
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Manage My Company Locations - View Existing Users

‘View Existing Users’ allows you to search, view and maintain the General Users and Program Administrators
assigned to your verification locations. To do this, follow the steps outlined in the 'E-Verify User Manual for | ==
Corporate Administrators’ found in 'Wiew Essential Resources.' i

Lesson 2 Page 19 of 23

Manage Company Locations Users — Users

From the Company Location - User page click the drop-down arrow, and
then select the company location.

orporate Admin v
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Manage My Company Locations - Reset User Password

Az 3 Corporate Administrator, you can reset passwords for your verification locations' users, To reset
rds, follow the steps outlined in the 'E-Verify User Manual for Corporate Administrators' found in

“View Essential Resources,’

Lesson 2 Page 20 of 23

Manage Company Locations Users — Select User Role

Enrolled accounts can assign their users with different permissions and
functions.

There are two types of users: Program Administrators and General Users.

You can also create Web Services credentials that will provide developer
access to a suite of features that can integrate into proprietary software.

To review more detailed permissions of the user roles and Web Service
access, please read more here.

When they open the drop-down menu under User Role, Web Services
Access is also an option.

EVerify ey i % & o P
Users




EVorlly  vore Corvonyiotios v fepats e ¢ o .« ~ | Manage Company Locations Users — Enter User Information
Enter the user information including the email address, last name, first Enter User Information
Manage My Company Locations - Close Verification Location Account name and phone number and click Next Jre—

As a Corporate Administrator, you can close your corporate account and terminate the verification
locations' participation in E-Verify, e

If the entire company wants to stop participating in E-Verify, then you must close the account for each

location.

To close a verification locations' account, follow the steps outlined in the 'E-Verify User Manual for

Corporate Administraters’ found in "View Essential Resources.'

m Exit Lesson Lesson2 Page 210f23

Manage Company Locations Users — Generate ID

E-Verify will automatically generate an Access ID for the user.

You may accept the system generated Access ID or create your own.

To accept the system generated Access ID, click Submit New ID.

To create your own user ID, delete the system generated user ID and type
your desired user ID. Your user ID must be exactly eight alphanumeric

characters (letters and numbers) and is not case sensitive.

When you are finished, click Submit New ID.




Manage Company Locations Users — User Information

As a corporate administrator you can edit user information, reset
passwords for your verification locations users and delete users.

To reset passwords, follow the steps outlined in the E-Verify User Manual
for Corporate Administrators found in View Essential Resources.
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Congratulations! You have completed Lesson 2 of the E-Verify Tutorial for

Summary Corporate Administrators. You should now be able to:

Congratulations! You have completed Lesson 2 of the E-Verify Tutorial for Corporate Administrators. You

should now be able to:

Recognize the difference between a hifng site and verification location e Recognize the difference between a verification location and a
hiring site

e Enroll a verification location

e Manage the information in Manage Company Locations Users

o |dentify the role of corporate administrators in support of users at

your company locations

Manage the informaticn in "N

Company Locations

Identify the role of Corporate Administrators in support of users at your company locations

B oo w2 Poge 220628 e Terminate company locations
EVerify  rome  Componylocstons v Reporis  Fesouces v e c..ien « | JOb Aid for Corporate Administrator — Add Company Location — EVG Task Resources
to Update Job Aid
See link to updated version. Corporate Administrator Company Locations Administration Job Aid
Resources
Corporate Admini: Company Location Admini; fon Job Ald



https://www.e-verify.gov/sites/default/files/everify/jobaids/CA_Add_Location_Job_Aid.pdf
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e Corporate Administrator Account Administration

e Create a Password

e Navigation Menu

e Manage Corporate Administrator Account
e Reports

e Resources
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Corporate Administrator Account Administration

Welcome to Lesson 3 of the E-Verify tutorial for Corporate
Administrators. In this lesson, you will learn about these E-

Welcome back, Corporate!

Verify topics:
e Create a Password
¢ Navigation Menu
e Manage Corporate Administrator Account
[ JE e s 191 e Reports
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Learning Objectives

Upon completing this lesson, you should be able to:
Recognize requirements to create a password
Use your left navigation menu

Manage the information in ‘My Corporate Account' and ‘My Reports'

Lesson3 Page 2 of 16

Learning Objectives
Upon completing this lesson, you should be able to:

e Recognize requirements to create a password

e Navigate Menus

e Manage the information in Corporate Account and
Reports

o Create Reports

EVerify Home  Company Loca ~  Reports @ Comporate Admin v

Create a Password

tesources ¥

The first time you log in to E-Verify, you are prompted to change your password. Follow the guidelines
below to create a new password.
Passwords are case-sensitive and must be between 8-14 characters long, different from your assigned user
1D and have the following:

One uppercase or lowercase |etter

One number and at least ane special character - special characters include: ! @ $% * () = > ?:;{)

Contain no more than two identical and consecutive characters in any position from the previous
password
Contain 2 non-numeric in the first and last positions

Not be identical to your user ID

Example: ILikeH20

Lesson3 Page3of 18

Corporate Administrator - Create a Password

The first time you log in to E-Verify, you are prompted to change
your password.

Passwords are case-sensitive, different from the assigned user ID,
and have the password requirements below to create a new
password.

At least 1 letter

At least 1 number, not as the first or last character

At least 1 special character from the following: | @ $% * () ?
S+

Does not contain an invalid special character

Not identical to the User ID

Password length between 8 and 14 characters

Canes with Lpderies Cated weh Exirng

®
Casestoba Cesed




e No more than two consecutive characters from the prior
password.

Example: IL'keH20

IMPORTANT:

If you think your password has been compromised, you must
change your password immediately. To change your password,
access the user profile options from the drop-down menu under
your username in the top right corner of the account.

£ Verify

Create

Password policy also recommer

.....

-

a Password (continued)

s that passwords should not contain a

v o ’ v
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Corporate Administrator — Password Hints
Passwords should not:

e Contain any dictionary word

e Contain any proper noun or the name of any person, pet,
child, or fictional character, nor any employee ID number,
Social Security number, birth date, phone number or any
information that could be readily guessed about the creator
of the password

e Contain any simple pattern of letters or numbers, such as
qwerty or xyz123

e Contain any word, noun or name spelled backwards.

IMPORTANT:
NEVER share your password. Every E-Verify user must have their
own unique user ID and password.




Corporate Administrator — Password Help
EVerify B e R ST e © Corporate Admin

If you try to log in with an incorrect password three consecutive

times, E-Verify will lock you out.

Password Help e If you are locked out, first try to change your password using

e the link Forgot Password on the user log in screen.

e If you are unable to change your password with Forgot
Password link, contact another program administrator in your
company.

e Each user must create password challenge questions.

e You will need to correctly answer these questions to reset
your password if you forget it.

If you are locked out, first try to change your password using the link ‘Forgot your password?' on the user log
inscreen,
If you are unable to change your password autematically, contact another Corporate Administrater in your
company.

If your Corporate Administrator is not available, contact £-Verify Customer Support at 888-464-4218.

m Exit Lesson Lesson3 Page5of16 IMPORTANT:

E-Verify will prompt you to change your password every 90 days.
To comply with federal security guidelines, USCIS is required to
deactivate any user ID that has not been accessed in the past 270
days.

Each time you log in to E-Verify you will see a welcome back
banner with your name and company listed.

Under the welcome banner are convenient quick links in gray
boxes, including Manage Company Locations, View Resources
and Contact Us.

@

Eiids with Expring Pacantly huic-
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Below the quick links is the E-Verify News section that keeps you [ — il
up to date on the latest and greatest with E-Verify.

The next slides will help you become familiar with the links found
on your user home page and provide additional information
about each link.

Link Function
Home Corporate Administrator
User Home Page




Company Locations

Manage Company
Locations
Manage Company
Location Users

Reports Run Reports
Resources e View Essential
Resources
e Take Tutorial
e View User Manual
e E-Verify News
Contact Us
Account Options e Company Account
e User Account

Log Out

E Verify - I . - o i

Corporate Administrator - Navigation Menu (continued)

Qulined beiaw is additicnal information about 232 fink:
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Delete OBE
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Manage My Corporate Administrator Account

Asa driistrator, you manage imy company and other Comporate
. Thesz features includs:

Corporate Administrator Account Management

As a corporate administrator, you manage important information
about your company and other corporate administrators. The
navigation features include:

e Corporate Profile

e Manage Administrators

EVerify Home

Welcome back, Corporate!

Here Is what Is happening in Verification Corporate Admin Test Company’s account today

B Manage Company Locations

& View Resources

& Contact Us

The next screens provide addidonal information.
e Close Corporate Account
The next screens provide additional information.
[ [ et e
Everify - rylcesiens v Fpons Beoues ¥ 8 e v Corporate Administrator — Corporate Profile

Manage My Corporate Administrator Account - Edit Corporate Profile

2red whan your company nrolled in

The "Edit Carparate Profile’ link displays the cur
E-Verify. To update the information on

Ve

m Exit Lessan Lesond Page 9 of

The Corporate Profile link displays the current information
entered when your company enrolled in E--Verify.

To make edits to your company information and/or address,
select the option to edit under the appropriate section, make
necessary updates and click Save.




f of the fizkis outlined in the tble betow

Manage Corporate Account — Edit Company Profile

On your company information page, you can update any of the
fields outlined in the table below:

FIELD NAME

DESCRIPTION

Company Name

Company enrolled in E-Verify.

Doing Business As

The Doing Business As (DBA) Name is

Identification Number
(EIN)

(DBA) Name the name under which a company
operates. The DBA is visible to the
public, but is not the legal, registered
name of that organization.

Employer An Employer Identification Number

(EIN) is also known as the Federal Tax
Identification Number and is used to
identify a business entity. An EIN is
required for an employer to enroll in
E-Verify. Employers who do not have
an EIN can apply online with the IRS to
receive an EIN immediately.

Unique Entity
Identifier (UEI)

A UEl is a 12-digit alphanumeric
identifier that is provided by SAM.gov
to all entities who register to do
business with the federal
government. Learn more about the
UEL

DUNS Number

A DUNS number is a unique, 9-digit
identifier issued and maintained by
Dun & Bradstreet that can help verify
the existence of a business

entity. Learn more about the DUNS
Number.

Total Number of
Employees

Indicate total number of company
employees from 1 to 10,000 and over.

NAICS Code(s)

The North American Industry
Classification System (NAICS) classifies
businesses by industry to collect,
analyze and publish statistical data
related to the U.S. business economy.

My Corporate Account

My Corporate Account
Company Information

Com) Doing Business As (DBA) Name

Campany ID Enrallment Date
24564

Unique Entity [dentifier (UE]) DUNS Number

Edit Company Information

Company Addresses

Physical Address

Edit Company Addresses

Company Access

My Company is Configurad to:

d Comganies



https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://sam.gov/content/duns-uei
https://sam.gov/content/duns-uei
https://www.dnb.com/duns-number.html
https://www.dnb.com/duns-number.html

A three (3) digit NAICS code is
required for an employer to enroll in
E-Verify. If you do not know your
company's three (3) digit NAICS code,
you can select the sector and
subsector of the company to
determine the NAICS code.

Employer Category Employer category that best describes
your organization.

Physical Address Location where cases are created.

Mailing Address Company's mailing address. If this

address is different from the physical
location, use this field to make the
necessary changes.

Number of Hiring A hiring site is the location where
Sites employees are hired and they

complete Form I-9.

E Verify mpany Locotions ¥ Pegorts R v o 1o Admin %

Manage My Corporate Administrator Account - Add New Administrator

m Exit Lesson Lesson 3 Bage 11616

Manage Corporate Account — Add New Administrator

As a corporate administrator you may create a user account for
other corporate administrators:

e From Manage Administrator click Add New User,

e Select User Role and click Next,

e Enter User Information and click Next; and

e You may accept the system generated ID displayed below or
create your own and click Submit New ID.

The new user will receive their user ID and temporary password
by email.

My Corporate Account

Edit Company Addresses

Physical Address

Street Ad




E Verify - - a -

Manage My Corporate Administrator Account - View Existing
Administrators

=l - S

Manage Corporate Account — Manage Administrators

From Company Account, select Manage Administrators.

You can search for existing users by User ID, First Name and Last

Name, filter by user status or select from the list of users listed.

Edit User Profile

Edit User Information

Email Address (required

| johndoe@test.com |

Last Mame (required

| Admin |

First Mame |requirec

| Corpareta |

Middle Initial

]

ne Numdbsr i

2207223344

Phone Number Extension

=] - |

£ Verify ¥ w a &

Manage My Corporate Administrator Account - Close Corporate Account

As a Coporate Adeministrator, you can dose your company's Corponate Adrmimistrator account with ey
®
liow the Toipg outired in the Sverify Use | s
158 E—
_
m K Lo ek

Corporate Administrator — Terminate My Company Account

As a corporate administrator, you can close your company's
corporate administrator account with E--Verify.

From the Terminate Company Account page:
Review the company information to be terminated, note the

prepopulated termination request date, provide a termination
request reason and click next.

If you do not want to request termination for this account at this

time, click Cancel.

My Corporate Account

Terminate My Company Account

A Once your company has been terminated, your company will no longer heve acoass fo E-Verify.
‘Company Name
Warification Corporste Admin Test Company

Company I
124564

DUMS Number &

Termination Request Date

Tuz. &

will be discantinuing the use of

Termination Request Reason (rzquired

[seteat-

Cancel m




Reports

As 2 Corporate Administrator, you can oreate and visw reports. Follow the steps outined in the
E-Verify User Manual for Corporate Administrators’ found in “Visw Esszntial Resources.

Lesson 3 Page 140616

Corporate Administrator Reports

On the home page, above the welcome banner, click Reports.

Select the report you want to create from the options available.

A description of the report is provided on the report screen.

For more information review please review the E-Verify User
Manual For Corporate Administrators.

©  The Quick Audit Report and Case Creation Summary are tha only reports currently available on the £
Verity Website. We appreciate your patience 33 we work 1o enhance the E-Verity user experience.

Run Reports

Select a Report Type from the options below

Quick Audit Report

The Quati Autit Report provedes case data sbout each ease that

Case Creation Summary

This report displays tha rumber of ca343 initiated by & company
‘within o specitied date range. A company will still appear on a report
with a rero Lot if it has nol initiated any cases during the date range.
This reportis valable 10 uters o Employer, Employer Agent, 8nd
Corporate Administrator accounts.

matches the user entered Query critena in Excel format. The case
data inchudes basic company sad case identifiers and cass resolution
information. The case data does not include sensitive employee
information tuch a1 social security number or document number.

EVerify Wome  Companylecatens v Reports  Resowcms

Summary
Congratulations! You have completed Lesson 3 of the E-Verify Tutorizl for Corporate Administrators. You
should now be abla tor

Recogrizz raquiramants to crezte a password

Usa the Ift nasigation menu

Manzgs the information in My Corparate Account’ and ‘My Reports

Lessond Fage15ai16

Summary

Congratulations! You have completed Lesson 3 of
the E--Verify Tutorial for Corporate Administrators. You should
now be able to:

e Recognize requirements to create a password
e Use the navigation menu

e Manage the information in Corporate Account and Reports

E Verify Home Companglocotions ¥  Reports  Fesomoss W

Resources

Corporate Administrator Company Location Administration Job Aid

Back Exit Lesson

Lesson 3 Page 16016

Resources
See link for updated job aid.



https://www.e-verify.gov/e-verify-user-manual-for-corporate-administrators
https://www.e-verify.gov/e-verify-user-manual-for-corporate-administrators




Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)

Add Company Location Job Aid: How a Corporate Administrator adds a Company Location
To Add New Company Location:

1. From the Company Locations tab, Select Manage Company Locations.
2. Click Add New Company
3. Choose Account Access and select Next.

Note: Account access describes how your company plans to use E-Verify
4. Select the Category that describes your organization and select Next
Note: If you indicate Federal Contractor with FAR E-Verify Clause, you will be required to select the federal contractor

5. Enter Company Information and the 3-digit Classification System (NAICS) code(s). If you are not sure of your NAICS code, select look up a NACIS code. From the drop-down list select choose which sector and
sub-sector best describes your organization, select DONE and then Next

6. Enter the physical Addresses for your company and select Next

7. In the Hiring Sites screen, click Add Hiring Site, enter the hiring site address, select Add Hiring Site and then Next
Note: For bulk upload, use the download CSV template and follow the CVS guidelines and select Bulk Upload Hiring Sites
8. From the E-Verify Users screen, select Add User and enter user contact information, select Add User and then Next
Note: A company must have one Memorandum of Understanding (MOU) Signatory and at least one Program Administrator.

9. From the Review and Submit Enrollment screen. Review and/or edit any information you have entered, agree to the Terms of Use by clicking in the white box next to | Agree and then select Submit
Enrollment

10. Once your MOU has been approved. Click View Current MOU. Print a copy of the memorandum of understanding (MOU) you electronically signed.

How to search view and/or search Company Information:

Page 1of 7



Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)

From the Company Locations tab. You can view company profile, search, view, edit terminate your company information.

Related Link: CA Job Aid Images

Current Image

Update Image

Company Locations ~

View Existing Locations
Add New User

View Existing Users

B oFf o e of e Unted Siates govermme,

EVerify e o
et ey I _

Manage Company Location Users

Resources v @ corporote admin v

- ™~ -
Close Company Accounis
Add New Location [SS——— EVerify oo compenyiocotons v e esources, v O cosuoe e >
Company Seartn
e |a ShowFiters

10 Company Locations Found

() SslectAll Sortby: | Compeny hisws

HE Lt I + Add New Company

) child Company - Client I \isw Compsy Pr .
Strast Addrecs ity State, i T Campany 1D Unicus Entity entifiar (UET
1311 Seet hE Weshingion, DC 21520 2573 -

) on Top Canay Store  CEEIZTEN vealomewbale
Strest Address e Carmpany 1D Uniue Entity entifir (UET
1234 s House e 200maes -
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https://cisgov-my.sharepoint.com/:f:/g/personal/felicia_a_wilson_uscis_dhs_gov/EtqYVxvpaClLgn0ac17ubiEBGFDdnPDMR1l45yjxI1fLXg?e=YKJzzL

Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)
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Az Neew Locaton
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Add New Location Company Mamecr EVerify Comgany Locatians v o -
Compay Ovensem
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Choose Account Access

sthod fbes how your co  plans to use E-Verify, T
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© employer -
Yaur compary ify the sploymant sligbilty of it

I the ENerfy wetsite

) web Services - Employer
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Questions? We'rs here o help! Eml E-erify support st E-eri
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e
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Add New Location

Empiayer Category

Employer Category

elect the employer

) A% Fedoral Conactor @
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X

e(s)
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Employment Eligibility Branch (EEB)

E-Verify Guidance (EVG)

ook p NAICS Coge x
e e - s
i
— = . a
e o L
Company Addresses
- Physical Address
—
_——
=
EVerify o —_ M o v
g sees v .

Hiring Sites

partc

Total Hiring Sites

| @ ocupic e rumoe o g e s oy e Bt Usond

aismams [ ©
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Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)

Add Hiring Site x

xpeits the number of hiriny added, you may want to use Bulk

Upload

Strast Address [rsouirsd)

Suite/Other

[ ———

| @ st st oo st detes sy v st i

Total Hiring Sites B

| @ Tocomate e s ko s s 1 5 ks
| © ot ste s ety bt o

isbams £ ~

Bulk Upload Hiring Sites x

Make sure your CSV column headers include: Street Address. Suite/Other. City. State.
and Zip Code to help ensure a successful upload

Download CSV template | View CSV Guidelines

Select a CSV file (r=q
Must be a CSV

Drag file here or shoose from folder

Bulk Upload Hiring Sites
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Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)
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Add E-Verify User x
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[

Bhana Number Extonsion

1
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Employment Eligibility Branch (EEB)
E-Verify Guidance (EVG)

EVeilfy - PR

Review and Submit Enrcliment

Company Information

employer Cotegory

Company Addresses Hiring Sites

mpe— p——

E-Verify Users

Company Access and MOU

EVerify Compary Losations . © corpsaan simn v

Add New Company Location

Enroliment Pending

A 1= ccay! We ace temporarily unable to-approe your envallment a this teve

Y g

further dolayed.

Thanks far signing up for E-ery. Your paricination is vital in snsuring a |sgal .S, workforce We look forward to
heaing from you shartly to.confiem your enralment mformation
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