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Lesson 1: Introduction
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e : ® Welcome to the E-Verify Tutorial

[ This tutorial is designed for E-Verify general users for
Employers 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

e Ml | et topics outlined below.
Lesson 1: Introduction

e R | e Introduction

=3 o 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 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 Nonconfirmation (Mismatch)
Review and update Employee Data

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: General User Account Administration
General User Account Administration

Overview of User Roles

Create a Password

Navigation Menu

Reports

{Review Lesson 5}
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Review Lesson 1

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}
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Introductions

Welcome to Lesson 1 of the E-Verify General User Tutorial
for Employers. 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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LE“"'"”"’“"VESJ Upon completing this lesson, you should be able to:
evesgond i 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 In 1996, Congress passed the Illegal Immigration Reform
e e e e EVienify and Immigrant Responsibility Act (IIRIRA), which required
dlw{)u ‘flm the Department of Homeland Security (DHS) and Social
S A A 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 (IRIRA), which required
the Social Security Administration (SSA) and US. Citizenship and Immigration Services (USCIS), formerly the
Immigration and Naturalization Service (INS), to initiate an employment verification pilot program.

EVerify

Under the U.S. Department of Homeland Security (DHS), USCIS operates the E-Verify program, previously referred to
as the Basic Pilot Program. £-Verify implements the legal requirements of IIRIRA by allowing any U.S. employer to
electronically verify the employment eligibility of its newly hired employees.
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E-Verify Overview

E-Verify is an internet-based system that electronically
verifies the 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 I-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.
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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.

EREFEEEE




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)
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Privacy 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 used to access E-Verify 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 Pll is safeguarded.
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Rules and Responsibilities

8 E-Verfy users are bound by the gud forth in the MOU and the rules and respensibilitias eutlined

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.

The next screens outline 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)

employers partcipating in E-Verify MUST:

lay tion' 2nd ‘Right to Work posters in alllanguages supplied by DHS.
Complete Form 1-9, Employment eligibilty Verification, for each newly hired employee before creating a case in £-Verify.
Ensure that all Form 19 List 8 identity documents have & photo.

NOTE: Aditional information on each rule and responsibility s provided throughout this tutorial.
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Obtain a Social Security number from each newly hired employee on
Form I-9. Listed on #11

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.
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Rules and Responsibilities (continued)

MUST:

[ [ -

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

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. 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.
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Notice to Employees of E-Verify Participation

 your participation in E-Verify. To 4o this, you must clesrly displey 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.

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.

e c—— R —_

DON'T LET ANYONE TAKE IT AWAY

IF YOU HAVE THE RIGHT TO WORK
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Rules and Responsibilities (continued)
Employers participating in E-Verify MUST NOT:

Use E-Verify to pre-screen an applicant for employment.
Check the employment eligibility of an employee hired before the company signed the E-Verify MOU
Take adverse action against an employee based upon & case result unless E-Verify issues a final nonconfirmation.

Specify or request which Form I-9 documentation 2 newly hired employee must use.

@ Emploger User v

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

Selectively verify the employment eligibility of a newly hired employee.
Share any user ID andjor password.

NOTE: Additional information on each rule and responsibility is provided throughout this tutorizl.

B -
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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 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 the 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

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
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Employee Protection

Civil Rights and Civil Liberties - Employee Protection

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.

o 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.

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

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

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

For more information on how to avoid discrimination,
contact IER 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 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:

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.

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 their
case is pending with DHS or SSA.

—— _..-:'!

DON'T LET ANYONE TAKE IT AWAY

IF YOU HAVE THE RIGHT TO WORK
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Adverse Actions

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 Il, 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 contest a mismatch result as you would treat
any other employee.
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Form I-9 and E-Verify
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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 |-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 I-9 (M-274) which is also located in View Essential
Resources.

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 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.



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 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 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 Overview

Verification Process Overview

The E-Verify employment eligibility verification 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 your employee's work 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
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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

The employee's information matched

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

Tentative . R

. . Information does not initially match

Nonconfirmation - L .

. records. Additional action is required.

(Mismatch)

E-Verify Needs DHS could not immediately verify the

More Time data and needs more time. This case

is referred to DHS for further
verification. 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 . Igovernment records. Additional
Nonconfirmation action is required
(Mismatch) g ’

DHS could not immediately verify
the data and needs more time. This

E-Verify Needs case is referred to DHS for further

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

The employee has contacted DHS

DHS and/or SSA and/or.V|S|t.ed a SSA field offlce,. but

Case in more time is needed to determine

a final case result. No action is
required until further notice
from E-Verify.

Continuance

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 .
Overview
Results
The employee's information
Employment matched with official records.
Authorized Case 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
Close Case and [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.
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Summary

Congratulations! You have completed Lesson 1 of the E-
Verify General User 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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Lesson 2: Initial Verification
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Lesson 2 Initial Verification

Initial Verification

E-Verify Home Page

Enter Form I-9 Information
Initial Verification Results

Initial Verification

Welcome to Lesson y General User Tutorial for Employers. In this lesson, you wil learn about.

the €-Verity topics f

E-verify Home Page
Enter Form 1-8 Information

Initial verification Results
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Initial Verification

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

e E-Verify Home Page
e Entering Form I-9 Information
e Initial Verification Results
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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
e Recognize initial case results

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.

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

o Take Tutorial

e View User Manual
e E-Verify News

e Contact Us

Account Options e User Profile
e Change Password
e Change Security Questions

e 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 |-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.

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
Lramt 1 ha Linited Slates.

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, 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 I-9

] : and enter it into E-Verify.
= a;.'.-
o From the E-Verify home page:
o . _ 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.
E Verify - L] —

Enter Form -9 Infermation

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.

From the Enter Form I-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;

e Click Continue;

e Chose the appropriate option for citizenship or immigration status;
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 9 .
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Enter Farm I-9 Information (continued)
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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 |-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 first day of employment is when an exchange for wages or
other remuneration as entered in 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 block of Section 2 from
the employee's Form [-9.

i Warify - o .

Entar Form 19 Information - Duplicote Cose 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).

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).

Duplicate Cose Found




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.

EVerily . a ;

Erter Form -9 Information - Check Infarmation
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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.

E Vorily w L] -

Enter Form 1-% Information = Error: Unexpired Document Required

Delete - OBE
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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

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

Tuterial

Enter Form 1-9 Information - Phote Matching (continued)
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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, then select:

Yes, the 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.
ey - B : Verification Process - Initial Verification Case Results Overview
itielireriBecl b Heits 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 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 cannot verify the data and needs
more time. This case is referred to DHS for
further verification. 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

EVarify - o

Verification Process — Final Case Results Overview

Employment Authorized A final case result means that the case is ready to be closed. You must
: s 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 . . .
[ P . records. Case will automatically close. No action
Authorized
needed.
E-Verify cannot verify an employee's employment
DHS and/or SSA ety Y POy ploy
. eligibility after the employee has contacted DHS
Final . . )
. . and/or visited a SSA field office. You may close the
Nonconfirmation
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.
£ Varity : e DELETE OBE

Employment Authorized - Request Mome Review




sl : 2 : Tentative Nonconfirmation (Mismatch) — Process Overview

Tentathee Moncon firmation (TR}

i sl The Tentative Nonconfirmation (mismatch) process can be simple;
g, ﬁ_:—t 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

e i il 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.

Eerity : o - Delete — now covered on Verification Process - Initial Verification Case

— Results Overview slide
DeeE Verdfication in Prodeds
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Summary Congratulations! You have completed Lesson 2 of the E-Verify General User
Tutorial for Employers. You should now be able to:

now be able to:

Recognize the E-Verify home page
Use Form I-9 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 an employment eligibility case in E-
Verify

it Lason Leson2 age 8518 o
e Recognize initial case results
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Lesson 3: Interim Case Results

Review Lesson 3

Lesson 3: Interim Case Results

Interim Case Results

Interim Case Resu Tview
SSA and DHS Tentative Nonconfirmation
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DHS Verification in Process

d Undate Employee Data

SSA/DHS Case in Continuance

Current Updated Content
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 3 of the E-Verify General User Tutorial for Employers. In this lesson, you will learn about

the E-Verify topics listed below:

Interim Case Results
554 and DHS Tentative Nonconfirmation (TNG)
Review and Update Employee Data

DHS Verification in Process

SSA/DHS Case in Continuance

Interim Case Results

Welcome to Lesson 3 of the E-Verify General User
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

Welcome back, Generall

P e e i Tt i) 0
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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:

o E-Verify Needs More Time; and

o DHS and/or SSA Case in Continuance
e Complete Photo Matching Process

E Verify 2 v e v

Interim Case Results - Overview

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 arrd/or SSA Information did not match
Tentative ..

. . |official government records.
Nonconfirmation Additional action is required
(Mismatch) q '

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

E-Verify Needs referred to DHS for further

More Time action. No action is required until
further notice from E-Verify.
The employee has contacted DHS
DHS and/or SSA and/or visitced e? SSA field office,
. but more time is needed to
Casein

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

Continuance




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.

Eventy o d v DHS and SSA Mismatch

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 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 some provides possible reasons a

(o] R e S mismatch may occur.
DHS e Name, A-number and/or |-94
MISMATCH 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

¢ Information was not entered
correctly by the employer

SSA e Citizenship or immigration
MISMATCH status was not updated 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

¢ Information was not entered
correctly by the employer

EVerify v o-

Tentative Nonconfirmation (TNC) - Process Overview
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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:

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

Give your employee a copy of the Further Action
Notice.

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

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.
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.

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.
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Begin the TNC Process
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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 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 —— S Y ——

Notify the Employee of the TNC - Further Action Notice

The n s possible.

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.
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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 to take action or not
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 |f 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.
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Refer Employee or Close Case
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NOT CONTEST:

IMPORTANT: Emplcyers may NOT take acverse action against an employes because of the THC while he or she is contesting the THC and the case
is pending

u refer the ease. E<verly will prompt you o provide 5 copy of the employes's photo document, This i discussad on the next

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 understand that
action must be taken by {date will auto
populate}.

o The employee will not take action to resolve
this case. The employee understand 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

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 I-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 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



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

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:

Yes, this photo matches - The photo on the
employee's actual document or copy 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-Verify Photo Matching — Case Results

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.

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.

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

Click Continue or SAVE & Exit.




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.

EVerify > =]

Referred Employee

IMPORTANT: The amployes must presant  copy of the signed Further Action Notice to S5 i he or she choses 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.

EVerify S T 9 Crvloger e

TNC Process Summary

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



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

e If prompted, attach and upload a copy of
employee's Form -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 . 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

Delete OBE
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DHS Verification in Process
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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.

L1 ]
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SSA/DHS Case in Continuance

~~~~~~

IMPORTANT:

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.

EVeril Home Cases Reports Resources v Generai User v
= ° Summary
Summary

Congratulations! You have completed Lesson 3 of the E-Verify General User Tutorial for Employers. 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

Complete Lesson [JESTIRNS Lesson3  Page 17017

Congratulations! You have completed Lesson 3 of the E-
Verify General User Tutorial for Employers. You should
now be able to:

e Complete an DHS and/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 and/or SSA Case in Continuance
e Complete Photo Matching Process
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Lesson 4: Complete the
Verification Process
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Lesson 4: Complete the Verification Process

Lesson 4: Complete the
Verification Process

Complete the Verification Process

Final Case Results

e Complete the Verification Process

e e Final Case Results
e C(Close Case
e (Case Alerts
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Complete the Verification Process

s50n 4 of the E-Verify General User Tutorial for Employers. In this lesson, you will leam about

Final Case Result:

Close C:
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Complete the Verification Process

Welcome to Lesson 4 of the E-Verify General User Tutorial for Employers. 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 - -] 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

C=] Bl o tarmat Ban3s e DHS Final Nonconfirmation
e SSA Final Nonconfirmation
e Close Case and Resubmit
The next screens discusses each case result in detail.
E Verify . L]

Employment Authorized

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 and/or print a copy of the case details and file them with the employee's
Form I-9.

E-Verify automatically closes cases resulting in Employment Authorized.

Lesson 4 discusses the steps required to close a case.
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SSA/DHS Final Nonconfirmation

REMINDER

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 after an employee has
contacted DHS and/ or visited a SSA field office. 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 with no civil or criminal liablity as noted in Article Il, Section C
— Responsibilities of 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 DHS and/or SSA resolved their case.

E Verify . esources o =

Close Case

e s

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 [-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

Vou may terminata employmer

a5 noted in Article

enmiesi Labilty

is 10 closa the case in E-Ver
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SIMEY. s u ° : Final Case Result - Close Case and Resubmit £ verty : - :
Eror; Closa Case ane Resubmit A new case must be created for this employee. To do this, close the case and i " -

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.

BVely . ot o L e Case Alerts
S / 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 Ml Comita
i 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.
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Case Alerts - Open Cases to be Closed

Any case created in

nd assigned 3 number must be closed.

The ‘Open Cases to be Closed Case

Alart pre o all cases that need to

be closed

Features of this tab inchude:

Sort cases by status, last name, fist name, case numbes or hire date

A quick link to each case.

Optien to view up to 100

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.

Features of this screen include:

m ExitLasson Lessond Page 10,13
e Search: Employee Name, Case Number, Alien, Social Security, Driver’s
License, 1-94 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.
EVerlly  rore Coms  fpons  esoutes v [ Y—

Case Alerts - Cases with New Updates

The "Cases with New Updates® Case Alert & a quick link 10 3l ¢ases That Nave had 3 Change | Ve mmmmien momime

1 case rEsL

A8 imterim ca5es must racens a final result and ba cosed. Tis Case Alert 1 an eary vy o | [ T ——

manage these cases

Features of this tab include:

Sort cases by: s1atus, last name, firss name, case number o hire date

Aguid king cr the case number
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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.

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, Social Security, Driver’s
License, I-94 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

o
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Case Alerts — Cases With Expiring Autorization Docs

The Cases With Expiring Authorization Docs case alerts 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 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 1-766) or an Arrival/Departure Record (Form 1-94).

Features of this screen include:

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

Welcome back, General!

Conea with Epring
Authorization Docs




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

Congratulations! You have completed Lesson 4 of the £-Verify General User Tuterial for Employers. You should
now be able to:

Recagnize final case results
Complete the verification process
identify each Case Alert

@ Generaiser

Summary

Congratulations! You have completed Lesson 4 of the E-Verify General User

Tutorial for Employers. 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: Generdl User Account
Administration

General User Account Administration

Overview of User Roles
Create a Password

MNavigation Menu

Reports

Review Lesson 5

Current Updated Content Updated Images

Lesson 5: General User Account Administration
& LESSON COMPLETED

Lesson 5: General User Account e General User Account Administration
Administration

e Overview of User Roles
General User Account Administration ° Create a Password
Overview of User Roles ° Navigation Menu
Create a Password M C
°
Navigation Menu anage Lompany

Reports e Reports

Review Lesson 5
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General User Account Administration

Welcome te Lessen 5 of the E-Verify General User Tutorial for Employers. In this lesson, you vill keam about
the E-Verify topics listed below:

Overview of User Roles

Create 3 Passwerd

Navigation Menu

Reports

E-Verify General User Account Administrator

Welcome to Lesson 5 of the E-Verify General User Tutorial for Employers.
In this lesson, you will learn about the E-Verify topics listed below:

e Overview of User Roles
e C(Create a Password

e Navigation Menu

e Manage Company

e Reports

Caren with pdates

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

Identify the role of Program Administrators in support of General Users
Recognize requirements to create a password

Use your left navigation menu
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Learning Objectives

Upon completing this lesson, you should be able to:

e Identify the role of program administrators in support of general users
e Recognize requirements to create a password
e Use your navigation menu

EVerify Home  Coms e fe - Q- "

Overview of User Roles

A usar roe determins the funcions and permissions you have when you fog inte E-Veriy: Thers are 2 user
roles:

Genzral User

Program Administranor
You are registersd as a General Ussr. As a Genral User, you create and manage your casss in E-Varify.

A Program Adminisrator czn @
adds and daletes us
comgany prafile information &

son, & Program AdminisTanor
creates reports, updates

Every company enrolled in E-Verify i raquired to have at lsast 1 Program Adminstrator.
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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
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General User

As a general user, it is important to know the following:

453 General Usey, it is important to know the following:

of E-Vrfy due to 8 password issus.

e Your program administrator can assist you if you have been locked-out

rogram Administrezces and can delets user sccoums when nseded

-

S of E-Verify due to a password issue.

e (Cases created by you can also be managed by your program

=] oo Lemons Fagesot administrator.

e Your program administrator can add new users to be general users or
program administrators and can delete user accounts when needed.

e  Only program administrators can update your company’s or entity’s
profile information.

NOTE: If you do not know who your program administrator is, contact E-
Verify Customer Support at 888-464-4218.

General User - Create a Password

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 Atleast 1 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

¢ Notidentical 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.
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| Create a Password (continued)

Password policy ako recommends that passwords should net contain &

of any persan, pet. child o fictional
rity number, birth date ph
the creator of the password

Simple patiem of ette:
Word, noun or name

IMPORTANT: Passuords should NEVER be shared, Evary E-Verify user must have a user 10 and password,

General User — 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.




Eventy - General User — Password Help

Password Help

e Ifyoutry to login with an incorrect password three consecutive times,
E-Verify will lock you out.
o If you 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
[ o IR Losson Fage 70122 company.
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.

If you try to log in with an incorrect password 3 consecutive times, E-Verify will lock you out.

If you are locked out, first try to change your password using the link ‘Forgot your password? on the user log
in screen.

If you are unable to change your password automatically, contact E-Verify Customer Support at 888-464-
a8,

NOTE: As 3 Program Administrator, it is important to know that your General Users contact you to unlock their user password.

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 enrollment 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 — L
e You are responsible for any activity associated with your user ID and -
password. Lenfilat o e
— a2 wrp By "ol MR
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General User 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.

General User Navigation Menu - Links Above the Welcome Banner

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
o Take Tutorial
e View User Manual
o E-Verify News
[ JE s s 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 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 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 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 |-766) or an Arrival/Departure
Record (Form 1-94).

Recently e Notification of the cases that were automatically
Auto-Closed closed.
Cases e This is notification your case was closed. Be sure

to record the case information as required on
Form I-9 or print the case details page.

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
Reports EVerdy o
g
On the home page, above the welcome banner, click Reports.
.. s S— as
Select the report you want to create from the options available. o rar s -
A description of the report is provided on the report screen. Run Reports
For more information review please review the E-Verify User Manual. Quirs dusit Bngetry [ T——
| Swtn | ==
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Summary

Congratulations! You have completed Lesson 5 of the E-Verify General User

Tutorial for Employers. 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 Ri

hts and Civil Liberties

Federal Contractor Requirements
Form |-9 and E-Verify

Verification Process Overview

Review Lesson 1
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Lessan 5: General User Account Knowledge Test
Adrministration

Welcome to the E-Verify Tutorial

This tutorial is designed for E-Verify Employers 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
topics outlined below.

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 Nonconfirmation (Mismatch)
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: General User Account Administration
General User Account Administration

Overview of User Roles

Create a Password

Navigation Menu

Manage Company

Reports

{Review Lesson 5}




Lesson 1. Introduction

Intreduction

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 Responsibilities
E-Verify and Federal Contractor
Federal Contractor Requirements
Form I-9 and E-Verify

Verification Process Overview
{Review Lesson 1}
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Introduction

al User Tutorial for Federal Contractors. In this lesson. you will leam

Welcome to lesson 1 of the E-Verify General User
Tutorial for Federal Contractors. In this lesson, you
should be able to:

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

e  Privacy Statement and Guidelines

e Rules and Responsibilities

m ExitLessan Leman 1 Fags o631
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
ety - P— p—

Learning Objectives

Upen cempleiing this lesscm, you sheuld b abls 1o

background and aveni

and guidelnes for protactng privacy and personal informatr

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

e Describe the background and overview of E-Verify
and Federal Contractor Rule




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

e Recongnize Civil Rights and Civil Liberties

o Identify federal contractor requirements

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

ey & 3
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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 Security (DHS)
and Social Security Administration (SSA) to develop an
employment confirmation process now known as E-
Verify.




E-Verify Overview

E-Verify is an internet-based system that electronically
verifies the 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.

Ewady -
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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 verify the identity and
employment eligibility of each newly hired employee
and/or employee assigned to a covered federal
contract.
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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 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.

EERdEEEE
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Privacy 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 (PIl) is safeguarded.

Fgles orad Rgaponeslsion

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.

The next screens outline the specific rules and

3l - =
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
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 [-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. 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
Supplemental Guide for Federal Contractors located in
View Essential Resources.
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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.

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

L —

DON'T LET ANYONE TAKE IT AWAY
|
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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 the 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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Ciwil Rights ard Civll Liberties

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

E Varity #

Emiglongis Prctaction

Civil Rights and Civil Liberties - Employee Protection

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

o 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 work 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 I-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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Responsibdny to Avokd Discrimination
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Protecting Civil Rights and Civil Liberties: The
Department of Justice’s Immigrant and Employee
Rights Section (IER)

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

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

For more information on how to avoid discrimination,
contact IER 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 violatation 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.

e Do not ask an employee to show a specific
document to prove their citizenship or immigration
status for the Form |-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 their
case is pending with DHS or SSA.

IF YOU HAVE THE RIGHT TO WORK
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DON'T LET ANYONE TAKE IT AWAY
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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 Il, 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 contest a mismatch result as you would
treat any other employee.
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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 enrollment and use

e Contractors Already Enrolled in E-Verify

e Subcontractors & 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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https://www.e-verify.gov/supplemental-guide-for-federal-contractors

L ety [

Fpihira] Conracnid FliGus erana « Form 19 and Eavendy
IR r— iy i ¥ o i b n Faru

Federal Contractor Requirements — Form 1-9 and E-
Verify

All employers in the United States are required to
complete Form 1-9, Employment Eligibility Verification,
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
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 [-9, click Form 1-9. For
more information on Form I-9 procedures, review

the Handbook for Employers: Guidance for Completing

Form I-9 (M-274) which is also located in View Essential
Resources.
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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 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
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.

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.

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.
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Federal Contractor 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 |-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 I-9, click Form I-9. For
more information on Form I-9 procedures, review

the Handbook for Employers: Guidance for Completing

Form I-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.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 -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 1-9.
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.
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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 an employee may choose to
present.
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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.
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Verification Process Overview

The E-Verify employment eligibility verification 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 your employee's work
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 The employee's information
Authorized matched with official

records. Case will
automatically close. No
action needed.

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

E-Verify Needs More | DHS could not immediately
Time verify the data and needs

more time. This case is
referred to DHS for further
verification. 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 .
Overview

Results
DHS aer/or SSA Information did not match
Tentative ..

. . __ |official government records.
Nonconfirmation Additional action is required
(Mismatch) q '

DHS could not immediately
verify the data and needs more
E-Verify Needs [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 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.

DHS and/or SSA
Casein
Continuance

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.

Nonconfirmation

Final Case Overview
Results
The employee's information
Employment matched with official records.
Authorized Case will automatically close.
No action needed.
E-Verify cannot verify an
DHS and/or SSA |employee's employment
Final eligibility after the employee

has contacted DHS or visited
SSA. 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.




£ Verify S S O e

Summary

Congranulations! You have o
You should now be able to

Describe the background and overview of

Carry out and compiy with rules, responsil
information
Recogrizs Civil Rights and Cil Libsrties

dentify federal contractor requirements
Rscog
Recogrize the varification process and case results

Form |3 procedures and how they relate to E-Verify

Back Complete Lesson Exit Lesson

Summary

Congratulations! You have completed Lesson 1 of the E-
Verify General User 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

o |dentify 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
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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

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

EVerify " L v o .

Initial Verification

[ S

Initial Verification

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

e E-Verify Home Page
e Entering Form 1-9 Information
e Intitial Verification Results
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Learning Objectives
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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
e Recognize initial case results

E-Verify Home Screen

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:

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 User Profile

e Change Password

e Change Security Questions
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 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.

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

the
[2) the above-Bsted do<umantis) appear 1o be Qanuing and 10 reiale 1o the empicyes named. and () 10 the bost of my knowledge the
amplayes is suth: e PITSNTR i,

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.

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.

E Verify v ]

Getting Started

IMPORTANT: o case can be canceled afer 1t has been created. I case s reabe n e, simply cosethe case,

Getting Started

To create a case in E-Verify, take the information that the employee
completed on their Form |-9 and enter it into E-Verify.

From the E-Verify homepage:
Click Cases above the banner and select Create New Case; or

Click Create New Case quick link, in gray box below the case alerts.



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

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.

EVerify v [:]

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.

From the Enter Form I-9 Information page:

Complete the Employee Information and Attestation section;

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;

Click Continue;

Choose the appropriate option for citizenship status;

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

Select document(s) types from drop down list;

Enter Document Number (if applicable);

Enter Expiration Date (if applicable); and

Click Continue.

NOTE: Additional information is available in the form of helper text. To

access this information, simply click any helper text symbol (7] .




E Verify e Coses e W © empioyer User v

Enter Form I-9 Information (continued)

on Form 1-9. i

nent and Form

Enter Form I-9 Information — Additional Case Details

Under the Additional Case Details section, type the employee’s first day of
employment recorded in Section 2 of Form 1-9 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

Alter you ank 19 infoernation and dice ‘Confinue,’ the nest screen may alent faid
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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).

Duplicate Case Found




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

E Verify . Cmr P P

Enter Form 1-9 Information - Check Information
ext screen m P -

n some cases, after you enter the employee

u 1o check the emplayee's infor

tches with the employee’s

the emplayee's Form 1-6.

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

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;

R e BT R 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.
EVOINY  flre: Gome Bopt: (fesomesi & Eavlmibr ¥ Delete OBE

Enter Form 1-9 Information - Error: Unexpired Document Required
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Enter Form I-9 Information - Photo Matching

m I-9 photo document with
nt provided matches DHS

In some cases, E-Verify prompts you to compare the photo on an employee's
a photo displayed on the screen. This helps you ensure that the

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

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
government official records.

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.

BYONY; Vo s e T il Enter Form I-9 Information — E-Verify Photo Matching Overview

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

Matching photos is easy — simply compare the photo shown in &-Verify 1o the photo on the employee’s Form
document. NOT to the emp! The two photes should be ider

Determine if the photos appear reasanably identical, account for minor variances in shading and detail and
select

hes the photo displayed by
& card should be identical to the.

Ne: the photo on the employee's actual document or a copy doss not match the photo displayed in

E-verity

ick ‘Continue.

vatermark has been 3dded to the photo displayed in E-Verify to prevent unauthorized use. The photo on the documant presentad by the
amployee will not have 3 watermarkc. Absence of a watermark on the documant photo does not mean that it is not authentic.

R o tesanz page 20178

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, then select:

Yes, the 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 v a "

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
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
verification. 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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Verification Process — Final Case Results Overview

Employment Authorized

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
Employment - . .
. official records. Case will automatically close.
Authorized .
No action needed.
E-Verify cannot verify an employee's
DHS and/or SSA Y Verty ploy
Final employment eligibility after the employee has

contacted DHS and/or visited SSA. You may

Nonconfirmation
close the 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.

BVerlly o o e o v B masve v DELETE OBE

Employment Authorized - Request Name Review
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Tentative Nonconfirmation (TNG) 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.

[ I - 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.

ety - : e Delete — now covered on Verification Process - Initial Verification Case

Results Overview slide

DHS Verification in Process

(] R e —



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

Summary

Congratulations! You have completed Lesson 2 of the E-Verify General User
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 a 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

zneral User Tutorial for Federal Contractors. In this lesson, you will Izam
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Interim Case Results

Welcome to Lesson 3 of the E-Verify General User Tutorial. In this lesson,
you will learn about the 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 back

®
Coses toka Clesed
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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 Continuance

Lesson3 Page2of17

Learning Objectives

Upon completing this lesson, you should be able to:

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
o DHS or SSA Case in Continuance
e Complete Photo Matching Process

E Verify . coe A @ Erpiogm Uier v

Interim Case Results - Overview

jerify <an provide a result. All cases must

EY oo Lesson3 Fage 3o 17

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 Information did not match
Nonconfirmation (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.

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.

BVerly e oo o e v 0 i DHS and SSA Mismatch

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 with official government records.

A Social Security Administration (SSA) or US. Department of Homeland Security (DHS) TNC means that
the employee's information does not match with SSA or DHS records.

4 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 S3A . . o
ssamic . authorized to work in the United States.

SSA record contains anther type of error

Informaticn was not entered correctly by the employer

N s sl .58 e 1 e DS The table below provides some possible reasons a mismatch may occur.

records

US Passport, Passport Card or driver's license information

could not be verified

"] v mom—_ s DHS * Name, A-number and/or I-94 number are incorrect
Citizenship or immigration status changed H
in DHS records
MISMATCH . .
e U.S. Passport, Passport Card or information could
not be verified
L tsen? P 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




e (Citizenship or immigration status was not updated
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

SSA
MISMATCH

EVerify Hom PY

Tentative Nonconfirmation (TNC) - Process Overview

The TN process can be simple; however, it requires action by you and 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 kept on
file with Form 1-9,

The next step is driven by the employee's choice to:

CONTEST - take actior; or
NOT CONTEST - not take action

If the employee chooses to contest, then you refer him or her to either SSA or BHS. The Further Action Notice

provides additional instruction to you and the employee on next steps.

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

The next screens walk you through the TNC process in detail,

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.
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Begin the TNC Process

The next scraens take you thr

Notify Employee of TNC

IMPORTANT: & TNC dioes NOT necessarly mean that the employes is not autharized to work in the United States. You MUST provide the employee
the eppertunity ta
pending

test 2 TNC. Vou may not lake adverse action against 2n employes because of the TN or while the employes's case is

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

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

a0

=l - S 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.

T — -y

Notify the Employee of the TNC - Further Action Notice

The first step is to noti the mploye of 2 TC as soan as possible.

To natify the employee, teps listed below:

e Further Action Not

ndicate that the emplay,
employes of the TNC.

NOTE: & sample of the Further Action NoTice is available any time you log into E-Verify undler View Essential Resources” accessible o your user

home page.

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

The first step is to notify you 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.
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Confirm Employee Decision
The next step is to confirm the employee's decision to contest or not contest the TNC

The employee cheoses 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-0.
If your employee chooses to not contest the TNC and take no further action, then you can close the
rminated with no civil ar criminal liability as noted in Article I, Section C

case and employment can b
- Responsibilities of the Empl

(#8) in the Memorandum of Unders

A sample of the Further Action Notice is available in "View Essent

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 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.
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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 & Federal Gavernment 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, E-Verify will prompt you to provide a copy of the employee's photo document. This is discussed on the next
screen.

Mismatch — Refer Employee or Close Case

o 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 understand that action must be taken by {date

will auto populate}.

o The employee will not take action to resolve this case. The
employee understand 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 C(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 Home Cases Reports Resources v @ Emploger User v

Submit Copy of Photo Documents

If you were prompted to match the employee's Form 1-9 photo document with the photo displayed in

ly asked to send a copy of the employee's Form 1-9 photo dacument to DHS.

E-Verify, you are automatic:
First, you must obtain a copy of the employee's Form 1-9 photo document

Then, determine how you will submit a copy of this document to DHS. You may use E-Verify to submit a copy
electronically or send a paper copy by selecting one of the folloving

Attach and Submit Copy of Employee’s Document

oR
Mail Paper Copy

Select how you will submit the document and follow the instructions displayed an this screen in E-Verify
Additional details are available in the 'E-Verify User Manual for Employers’ located in "View Essential Resources.”

IMPORTANT: Do not send original documents to DHS. DHS will not pay for any shipping costs. Participants are free to use an express shipping
carrier of their choice at their own expense.

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); 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 the E-Verify matches the photo
displayed on the employee’s document. You will check the appropriate
answer:

¢ Yes, this photo matches - The photo on the employee's actual
document or 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



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

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 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.

¢ 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 & Exit.

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.

EVerify v :]

Referred Employee

IMPORTANT: The smploee
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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.

Terative Noncanfirmation (Mismatch)



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
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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

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 EMPLOYEE'S ACTION

Decide to take action or not to resolve their mismatch within 10
days of issuance and indicate decision on Further Action Notice.
Acknowledge receipt of mismatch by signing and dating the Further
Action Notice.

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

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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Check for Case Status Updates

ce you inform the employee that the case is referred you

within 10 Federal

che
providad.

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

You may NOT sk the employee for additionsl evidence or confirmation that SSA or DHS resolved his or her

case

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

Lesson3 Page 13 of

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.

EVerify Home Cases Reports  Resources ¥

Tutorial

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

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

Lesson3  Page 14.0f 17

Delete OBE
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DHS Verification in Process

O crployer User v

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 responds 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. Vour next step is determined by the
case result provided

Lesson3 Page 150f 17

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.




SSA/DHS Case in Continuance

An SSA or DHS ‘Case in Continuance’ means that the employee has visited an S3A field
office and/or contactad DHS, but more time is naeded to determine a final case resut

The reason SSA/DHS needs mere time varies with each situation,

E-Verify provides & case result update through Case Alerts on your ser home page

© croioge eer v

Check E-verify periodi
case result provided

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

IMPORTANT: You cannot terminate or take adverse action against the employee based on the employee's decision to contest 2 TNC or because the

employes's case is pending with DHS o SSA.
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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.

el ——— &
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Summary

Cangratuiztions! You have complered Lesson 3 of the E-Verty G
Youshould now b zble to:
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Summary

Congratulations! You have completed Lesson 3 of the E-Verify General
User 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 Complete 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
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Summary

Congratuiations! You have compizted Lasson 3 of th E-\eriy General Ussr Tutorial for Fedaral Contractors.
You should now b2 sble-to:

Review and Updsts Emplzyes Data DHS Verification in Precess
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Complete the Verification Process

Welcome to Lesson 4 of the E-Verify General Use Tutorial for Federal
Contractors.

In this lesson, you will learn about:
e Final Case Results

e 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 v -] 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

(o] R et e e DHS Final Nonconfirmation
e SSA Final Nonconfirmation
e (Close Case and Resubmit
The next screens discuss each case result in detail.
oty s B topemio Final Case Result - Employment Authorized
Employment Authorized Employment Authorized is the most common initial case result; it is also a final

Back | m ExitLosson Lessond Fagedof §
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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 resulting in Employment Authorized.

Lesson 4 discusses the steps required to close a case.
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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 after an employee has contacted DHS
or SSA. 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 with no civil or criminal liablity as noted in Article I, Section C —

B ety

- A Responsibilities of 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 DHS or SSA resolved their case.
Eerity - o - Delete OBE
DHS No Show
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Error: Close Case and Resubmit

Final Case Result — Close Case and Resubmit

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.

£ Veriy

&0
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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.

= i e 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 [-9.Click Create New Case to create a new
case or click Continue to be redirected to view all your cases.

st ; == J - Case Alerts

Tutorial

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

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

Py

Conen with Undotes Casis with Expring
wtParization Docs

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
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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, Social Security, Driver’s
License, 1-94 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.

Welcome ba

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, Social Security, Driver’s
License, 1-94 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 Alert — Cases With Expiring Autorization Docs

The Cases With Expiring Authorization Docs Case Alert is just a notification that
an employee's Employment Authorization Document (Form |-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 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, Social Security, Driver’s
License, I1-94 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.

Cosea with Eaparing
Aythorization Bocs

...........

New Slide

Case Alert - Recently Auto Closed

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, Social Security, Driver’s
License, 1-94 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

Congranulztions! You have completed Lesson 4 of the E-Verify General User Tutorial for Fadsral Contractors.
You should now b sble to:

Recogrizz fin
Completz 2tion process
denity each Case Alert

[P ExitLesson

Summary
Congratulations! You have completed Lesson 4 of the E-Verify General User
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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Lesson 5: General User Account
Administration

count Administration

Current Update Image
Lesson 5: General User Account Administration

Lesson 5: General User Account
Administration

General User Account Administration

e General User Account Administration
e Overview of User Roles

e C(Create a Password

e Navigation Menu

e Manage Company
e Reports

General User Account Administration

Qverview of User Roles
Create  Passwora
Navigation Menu

Reparts

[ e JEETES
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E-Verify General User Account Administration

Welcome to Lesson 5 of the E-Verify General User Tutorial for
Federal Contractors. In this lesson, you will learn about the E-
Verify topics listed below:

e Overview of User Roles
e C(Create a Password

e Navigation Menu

e Manage Company

e Reports
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Learning Objectives

Upan compieting this lessen, you should be zble 1c:

am Administrators in supgert of General Users

reate 2 passwerd
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Learning Objectives
Upon completing this lesson, you should be able to:

e Identify the role of program administrators in support of
general users

e Recognize requirements to create a password

e Use your navigation menu

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 m ExitLesson Lesson S Paged ol 2
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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:

General User

Program Administrator
You are registerad as a Generl User, As a General User, you create and manage your cases in E-Verify.

A Program Administrator can also create and manage cases in E-Verify. In ddition, 2 Program Administrator

adds and deletes user accounts, oversees cases created by the company’s users, creates reports, updates
company profile information and resets user passwords.

Every company enrolled in E-Verify is required to have at least 1 Program Administrator.

As a general user, it is important to know the following:

e Your program administrator can assist you if you have been
locked-out of E-Verify due to a password issue.

e Cases created by you can also be managed by your
program administrator.

e Your program administrator can add new users to be
general users or program administrators and can delete
user accounts when needed.

e  Only program administrators can update your company’s
or entity’s profile information.




NOTE: If you do not know who your program administrator is,
contact E-Verify Customer Support at 888-464-4218.

BVl oo o g o el General - Create a Password

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

ik st e At least 1 number, not as the first or last character

e At least 1 special character from the following | @ $ % * ()
2o {7

e Does not contain an invalid special character

¢ Notidentical 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 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

Create a Password (continued)
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General User — 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

General User — Password Help

If you try to log in with an incorrect password three
consecutive times, E-Verify will lock you out.

o If you 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

[ i Forgot Password link, contact another program
administrator in your company.
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.

#y0u try 10 log in with an incorrect password 3 consecutive times, E-Veriy will lock you out

y0u are locked out, rst try to.change your password using the link *Forgot your passwerd? on the user log

you are unable 1o change your password automatically, contact E-Vertfy Customer SUppor at 838-464-
s

INOTE: As a Program Administrator, it is important to know that your General Users contact you to unlack their user password.

Important:

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.

e Note:

e Each user must have their own user ID and password to | P ERpEy ST B e =
access E-Verify and may not share their user ID or e
password with others.

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

T s ‘Rl i
— - LT ] " § 000
Y lapostor Dumm "0 00 2024
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Navigation Menu
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Change Passwerd

Ghenge Security
Questions

General User 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.

P

2
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General User - Navigation Menu (continued)

Outlined below is additional information about ezch link:

Link Name Function

My Resources

iew Eszentizl Resources

of Undsretanding (MOUS)

Take Tutorial Tekes you to this user tutorial

View User Manual Ancessss the E-Varify User Manual.

Contact Us Browides imgortant contect information

NOTE: You shoukd log out of -Verify after svery use. To log out. simply click 'Log Out’ from your user home page.

m ExitLesson Lesson S Fage g of 11

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 | o 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

The Case Alert boxes bring attention to
cases that need action or provide
important information regarding your
cases.

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.

Cases with
Updates

All open cases that have had a change in
case result.

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

Recently
Auto-Closed
Cases

Notification of the cases that were
automatically closed.

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.

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

Search Cases

View Resources

Access E-Verify Resources

Contact Us

Contact E-Verify

E-Verify News

Stay up to date with the latest E-
Verify News

EVerify

Reports

To

-

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.

£ oy — o
o

Run Reports

e W el B b @ Bl o B e T



https://www.e-verify.gov/e-verify-user-manual
https://www.e-verify.gov/e-verify-user-manual

EVerify ; ; - o- -

Summary

5 of the E-\erify Gzneral Usar Tutorial for Fadersl Conmractors.

suppont of Genaral Users

wr left navigation menu
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Summary

Congratulations! You have completed Lesson 5 of the E-

Verify General User 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

e Manage the information in Company Account
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Welcome to the E-Verify Tutorial

This tutorial is designed for General User for 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 topics outlined below.

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 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 Tentative Nonconfirmation (Mismatch)
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: General User Account Administration
General User 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

Background and Overview
Privacy Statement and Guidelines
Rules and Responsibilities

Civil Rights and Civil Liberties

Form 1-9 and E-Verify

Werification Process Overview

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 Lessen 1 of the General User Tuterial for E-Verify Employer Agents. In this lesson, you will leam

about the E-Verify topics listed below:

Background and Overview
Privacy Statement and Guidelines
Rules and Responsibilities

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

Verification Process Overview

Next Exit Lesson
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Introduction

Welcome to Lesson 1 of the General User 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

e Civil Rights and Civil Liberties

e Form I-9 and E-Verify

e Verification Process Overview

EVerify  tome com  Ciems  Fepots  Fesouces v
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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 1-9 procedures and how they relate to E-Verify

Recognize the verification process and case results

US. Department of Homeland Security  U.S. Citizenship and Immigration Services
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Accessibility Plug-ins Sitemap

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

e Describe the background and overview of E-Verify and 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
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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
s 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.

ExitLesson Lesson 1 Page 30127
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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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Tutorial

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,

S Department of Homeland Security U, Citizenship and Immigation Services Accessibilty Plug-ns  Sitemap

E-Verify Overview

E-Verify is an internet-based system that electronically verifies the
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).

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 Coses Clients  Reports

How It Works
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E-Verify works by comparing the information entered on an employee's Form 1-9, Employment Eligibility
Verification, with SSA and DHS records to verify employment eligibility.

Atthis 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

Exit Lesson
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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 Clients  Reports
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Tutorial

Privacy Statement and Guidelines

The use of E-Verify requires the collection of personally identifiable information. It is 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.

Exit Lesson Lesson 1 Page 6 of 27
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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 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.

ERRdREER




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 to properly protect employee information can resultin identity theft or fraud, and can cause
considerable , harm or the employees or empl ffected.

B3 oo Lesson 1 Fage 76£31
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Privacy Guidelines

Ata minimum, take the steps outlined in the table below to protect personal information

and comply with the appropriate regulations:

PRIVACY GUIDELINES:

Allow ONLY authorized employees to use E-Verify.
Ensu

Discuss E-Verify results in PRIVATE.
Ensure that case results are discussed in private with the employee,

Lesson 1 Page 8 of 27

Privacy 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 Pll is safeguarded.
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Rules and Responsibilities

AllE-Verify users are bound by the guidelines set forth in the MOU and the rules and responsibilties outlined
in the €-Verify User Manual for E-Verify Employer Agents' and this tutorial

The next screens outline the specific rules and responsibilities required of everyone that uses E-Verfy.

Lesson 1 Page 2.0f 27
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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, Supplemental Guide For E-Verify Employer Agents and this
tutorial.

The next screens outline 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.

E Verify Home Coses  Clients  Report

Tutorial

Rules and Responsibilities (continued)

Resources v © Employer Agent User v

E-Verify employer agents participating in E-Verify MUST:

Follow E-Verify procedures for each newly hired employee while enrolled/participating in E-Verify.
Notify each job applicant of E-Veriy participation.

Clearly display the ‘Notice of E-Verify Participation’ and ‘Right to Work' posters in all languages supplied by DHS.
Complete Form 1-, Employment Elgibility Verification, for each newly hired employee before creating a case in E-Veriy.
Ensure that all Form 1-9 List B identity documents have a photo.

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.

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 I-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 he or she starts 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.
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Tutorial

Rules and Responsibilities (continued)

E-Verify employer agents participating in E-Verify MUST:

Create a case for each newly hired employee no later than the third business day after he or she starts work for pay.

(INO).

cess because he or she receives a TNC

NOTE: Additional information on each rule and responsibiliy is provided throughout this tutoria
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v" Ensure that all Pl is safeguarded.
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Notice to Employees of E-Verify Participation

Vou MUST notify ALL employees of your participation in E-Verify. To do this, you must provide your
clients a copy of the following in all languages provided by DHS:

Notice of E-Verify Participation; and,

Right to Work' posters
Vour clients must clearly display both notices. Both notices are found in ‘View Essential Resources.

IMPORTANT: If your clients cannot display either notice, they should print and distribute them to every job applicant.

Exit Lesson Lesson 1 Page 12 0f 27
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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; and

e Right to Work.
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.
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-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

-d_l

DON'T LET ANYONE TAKE IT AWAY 7' —
|

L L

-

© Employer Agent User v
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Rules and Responsibilities (continued)
E-Verify employer agents participating in E-Verify MUST NOT:

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

Check the employment eligibility of an employee hired before the company signed the E-Verify MOU.

Take adverse action against an employee based upon a case result unless E-Verify issues a final nonconfirmation.

Specify or request which Form 1-9 documentation a newly hired employee must use.

Use E-Verify to discriminate against ANY job applicant or new hire on the basis of his or her national origin, citizenship or immigration status.
Selectively verify the employment eligibility of a newly hired employee.

Share any user ID and/or password.

NOTE: Additional information on each rule and responsibility is provided throughout this tutorial.
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Rules and Responsibilities — E-Verify Employer Must Not:

E-Verify Employer Agents participating in E-Verify Must Not:

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

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.

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
the 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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Civil Rights and Civil Liberties

Itis important to protect the rights of employees. The next screens discuss the following:

Employee Protection
Responsibility to Avoid Discrimination
Deter Discrimination in Your Workplace

Adverse Actions

B3 oo Lesson 1 Page 14 0727
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Civil Rights and Civil Liberties

Emlpoyee 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
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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 1-9 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 work 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 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 to discriminate against applicants or
employees.
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Responsibility to Avoid Discrimination

n as the
is found at 8 US.C. § 1324b. |
Department's Civil Rights

immi
and Nationality Act's jon pr
Rights Section (IER) of the US. Js

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

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

Federal law requires employers to apply Form |-9 and E-Verify rules
consistently, regardless of an employee’s citizenship, immigration
status or national origin. This law is known as the Immigration and
Nationality Act’s anti-discrimination provision and is found at 8 U.S.C.
§ 1324b. The Immigrant and Employee Rights Section (IER) of the U.S.

B oo Lot e 611 Justice Department's Civil Rights Division enforces this law.
% Employers that discriminate in their use of E-Verify may violate this
law.
For more information on how to avoid discrimination, contact IER
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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Deter Discrimination in Your Workplace

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 19 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 or 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 wuw justice gow/IER or call the IER toll-free employer hotline at 1-800-

2558155 or 1-800-237-2515 (TTY). IER can answer your questions about immigration-related emp| 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

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.

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 their case is pending with DHS or SSA.

o — =

DON'T LET ANYONE TAKE IT AWAY

I

IF YOU HAVE THE RIGHT TO WORK
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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) or because the employee’s case is pending with DHS or SSA.
Adverse actions include: terminating, suspending, withholding pay o training, delaying 2 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 E-Verify may be terminated.
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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 Il, 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
contest a mismatch result as you would treat any other employee.

EVerify Home Coses Clents Reports  Resources v © Employer Agent User v

Form |-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 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
dlient's employees' Form I-9 information matches government records, thereby ensuring a legal workforce.

NOTE:

iew or download Form -9, cic
1.9 (M-274) located

n 1.9, For more information on Form -9 procedures, review the Handb
sential Resources
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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 |-

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 1-9. For more
information on Form 1-9 procedures, review the Handbook for
Employers: Guidance for Completing Form |-9 (M-274) which is also

located in View Essential Resources.
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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

Newly hired employees must complete Section 1 of Form I-9 in its entirety. Providing a Social Security
number (SSN) on Form 1-9 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 have an SSN.

IMPORTANT: If an employee does NOT have an SSN, he or she must obtain one from the Social Security Administration (SSA). This delays 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  case in E-Verify as soon as the employee has received an assigned SN from SSA

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
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 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.
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Form 1-9: Section 2 - Overview

© Emplouer Agent User v

Employers must complete Section 2 of Form I-9 in ts 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 — 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 1-9 and employee may choose to
present.
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Tutorial

Form |-9: Section 2 - Overview (continued)

Anemaloyer may accep: one document ‘rom List A, which proves bath dentity and erployment el gibiliy, cr
& combingtion of documerts fram Lis: B, which proves identity, and List C, which croves employmen:
eligibiliy.

IMPORTANT: Any List B document(s) presented to an employer participating in E-Verify MUST contein a photo. If an employee dozsn 't have a
pho:p on the'r List B document, cantact E-Verify Customer Support. E-Ver fy Customer Support is available Monday through Friday. 8:00 am. to 5:00
pam.local time except federel holidays at 838-64-4218.
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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.
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Verification Process Overview

The E-Verify employment eligibiity verification process begins with a completed Form 1-9. The information i
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 1-9
information entered in E-Verify with the information in DHS and SSA records;
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Verification Process Overview

The E-Verify employment eligibility verification 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 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 makes employment eligibility determinations 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 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.

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

ot | TSI ot 45 5 An overview of the initial case results is listed in the table below.

Tentative Information does not initially match with SSA or DHS Initial case ReSUIts overView

"‘””"” B Employment Authorized The employee's information matched
T et i e e with official records. Case will

e o i, a0 1y f iy e ol i by andr e e automatically close. No action
ditonalinformatonon il ca el an et st are s Uroughout Ui o, needed.

Tentative Nonconfirmation | Information does not initially match
=3 - B (Mismatch) 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
verification. 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 An interim case result requires additional action before E-Verify can
T provide you with a final case result.

Verification Process — Interim Verification Case Results Overview

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

Interim Case Results Overview

SSA or DHS Tentative Information did not match with SSA or DHS records. . . . . . .

Honconfimaton Addtonlctin s reqired An overview of the interim case results is listed in the table below.
Review and Update A prompt to review, update and resubmit the employee’s . ¢ .

Employee Data Form I-9 information. Interlm case

DHS Verification in This case is referred to DHS for further verification. No Ove rvl ew

Process action s required until further notice from E-Verify. Resu |tS

The employee has visited an SSA feld office or contacted
SSA or DHS C:
orbris Casein DHS, but more time is needed to determine a final case

Continuance
DHS and/or SSA . . -
Each case result is unique, and may or may not require additional action by you and/or the employee, Tentativé |nf0rmatI0n dld nOt matCh OffICIaI

‘Additionsl information on interim case results and next steps are addressedl throughout this tutorial . . gOVernment records. Additional action is
Nonconfirmation .
required.

(Mismatch)

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

The employee has contacted DHS or visited

DHS and/or SSA . . . .

R / an SSA field office, but more time is needed

Casein . . .
. to determine a final case result. No action is

Continuance

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.

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

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

. USSR Final Case Overview
SShor DHS Final ey cannotverify an mployee's employment gty — Results
; e s amployes s i S5 ontacted DS
DS o Show eenmloee g ot coiac DS i e et Feders The employee's information matched
G s | [T e e Employment  with official records. Case will
e Henseis carect Thiscese st b esubmitad i Eerty Authorized automatically close. No action
Additional informatian on final case results and next steps are addressed throughout this tutorial. n eed ed .
e R DHS and/or SSA E-Verify cannot‘ v‘er.ify an employee's
Final employment eligibility after the
U, Dopartmentof Homelan Securit S Cizsnhinsnd immisaon Services P — Nonconfirmation e.m.ployee has contacted DHS or
& visited SSA. 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 General User Tutorial for E-Verify 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

Recagnize 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 Exit Lesson Lesson 1 Page 27 of 27

Summary

Congratulations! You have completed Lesson 1 of the General User
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 process and case results
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Lesson 2: Initial Verification

Initial Verification

E-Verify Home Page

Entering Form -9 Information
Initial Verification Results
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Initial Verification

Welcome 10 Lesson 2 of the General User Tutorial for E-Verify Employer Agents. In this lesson, you will leam
about the E-Verify topics listed below:

E-Verify Home Page

Enter Form I-9 Information

Initial Verification Results

Initial Verification

Welcome to Lesson 2 of the General User Tutorial for E-Verify Employer
Agents. In this lesson, you will learn about:

e E-Verify Home Page
e Enter Form I-9 Information
e |nitial Verification Results

s with Eapring

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

Upon completing this lesson, you should be able to:

Recognize the E-Verify home page

e Recognize the E-Verify home page
Recognize initial case results
e Use Form I-9 information to create a case in E-Verify
[ Lanen g 118 e Recognize initial case results
E Verify Home Cases Clents Reports Resources v © Employer Agent User v E_Verify Home Page
E-Verify Home Page Each time you log in to E-Verify you will see a welcome back banner with

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.

your name and company listed.

Important home page areas to be familiar with include the following:

I I et Under the welcome banner are case alert boxes with important ~

- information about your cases, including Cases to be Closed, Cases with “ e i‘ D’

o S— Updates, Cases with Expiring Authorization TR SRmes s
M’""l Docs and Recently Auto-Closed Cases.

Directly below the case alert boxes are convenient quick links in gray
[ v R temon2 Fige2ct o 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 User Profile

e Change Password

e Change Security Questions
e LogOut
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Tutorial

Create a Case

Afterthe er

fore, may not have a case create

[ R

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
anstried 10 weork, I T Uit Slates.

tirnt dary of Yy @rm instructions for eremptions,
: o4 Fiersertanm [ Todeys Tiaia TR | Te of Employer of Auforised Representatvs

o c4 AT
Lamd v ol Crpoyen o s Rompranaritabes | Fin bimma of gy o Adberied Ragresstatnn | rplonpss's s o O-garsaton Mas

Empioyers Business or ORanizason ASSress (Seet NMumber and Name) | Cay or Towe Stk [0 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.

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

To create a case in E-Verify, take the information that the employee completed on his or her
Form 1-9 and enter it into E-Verify.

It's easy! To start - from your E-Verify user home page. simply click one of the following:

“New Case: or,
Verfy Employee

IMPORTANT: No case can be canceled after it has been created. If a case s created in error, simply close the case.
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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.
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Enter Form I-9 Information

After you have selected New Case’ o ‘Verify Employee, you have started to create a
case in E-verify.

Use the information on the employee's Form 1-9 to complete the steps on each screen
listed for you belov:

Select the citizenship status that the employee chose in Section 1 of Form -9 and
dlick Continue.

Select the information provided in Section 2 of Form 1-9 and dlick ‘Continue:’

‘When you select ‘List 8 and C documents? E-Verify prompts you to select the
documents presented by the employee from Section 2 of Form I-9 for both List
8 :2nd List C. Make the correct selection and click ‘Continue.’

When you sel
possession, E
Make the correct s

nse or ID card issued by a US. state or outlying
e mpt you to select the document name and state

d click ‘Continue.’

Enter all required fields (marked with ™) and click ‘Continue.

When the employee provides an email address on Form -3, you must enter it into
E-Verify. E-Verity may send the employee email notifications with information about
his or her E-Verify case.

NOTE: Adiitional information s available in the form of helper text, To access this

information, simply click

any helper text symbol @

© Emploger Agent User v
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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
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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)

When appropriate, E-Verify prompts you to enter the reason you have not created a case Very Empiyee
within 3 business days of hire. Select the appropriate response and click ‘Continue.

remuneration as entered int first day of employment date from the ‘Certification’ in Section 2 on Form I-9. The E-Verify case may
ay as long as the employee has accepted an offer of employment and Form 1-9 is complete. In

these situations, the date you should enter into the hire date field in E-Verify s the Section 2 ‘Certification’ date from the employee’s Form 1-9.

be created before the empl
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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 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 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.
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Enter Form I-9 Information - Duplicate Case Alert

After you enter the employee's Form 19 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-Verlfy
user of this employer. A duplicate case alert can occur for several reasons. It does not necessarily
mean that your case should be closed.

To complete this step, review the case information and determine i you need to continue with the
case. I you determine that you need to continue with the case, you will need to select a reason from
the options presented in E-Verify

NOTE: If you think the case is truly a duplicate and you no longer need to continue the verification process, you can close the case by clicking ‘Close
Case.
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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 Cose Found

M Se y N

1 _
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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.
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Enter Form I-9 Information - Check Information

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

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

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

NOTE: If 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."

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.

=) o i 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 the
verification process, you can 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

If an expired US. Passport, Passport Card or driver's license was entered, E-Verify will display the ‘Error:
Unexpired Document Required: screen, This means that E-Verify has NOT created a case for this employee;
You must obtain an unexpired document for Form 1-9 and re-enter the case.

To start a new case, click ‘New Case' and enter the employee's unexpired Form 1-9 document information,

t authorized to work
ployment eligibility

IMPORTANT: An expired d
obtain an unexpired docum

[0 it Lesson Lesson2 Page 106118
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Enter Form I-9 Information - 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 DHS
records.

The photo matching step happens automatically. This may occur when an employee presents a Us. Passport
or Passport Card, Permanent Resident Card (Form I1-551) or an Employment Authorization Document (Form I-
766) for Form 1-9 completion.

NOTE: You will need to get a clear copy of the employee's Form I-9 document from your client
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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.
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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, 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, 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
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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, account for minor
variances in shading and detail, then select:

Yes, the 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 After Form I-9 information has been entered into E-Verify, E-Verify

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.

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 resultis the first, and sometimes final, case result provided by E-Verify. Initial case results
include:

Employment Authorized

Tentative Nonconfirmation (TNC)

An overview of the initial case results is listed in the table below. . =
Initial Case Results Overview ' o 0o
3 oo ot o e Employment Authorized The employee's information matched with of
records. Case will automatically close. No acti
needed.
Tentative Nonconfirmation | Information does not initially match official
(Mismatch) government records. Additional action is reqy

E-Verify Needs More Time | DHS could not immediately verify the data an
needs more time. This case is referred to DHS
further verification. No action is required unti
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 is the most common case result It means that the employee's information
matches with DHS and/or SSA records. It's that easy!

A case result of ‘Employment Authorized' is also considered a final case result.

Vour next step is to record the case verification number on the employee's Form 1-9 and/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 verification

process!

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 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

Employment
Authorized

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

DHS or SSA Final
Nonconfirmation

E-Verify could not immediately verify an employee's
employment eligibility after the employee has
contacted DHS or visited SSA. 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 Name Review

In rare situations, E-Verify issues a case result of ‘Employment Authorized.’ but the name provided on
the case result does not match with the name displayed in E-Verify. This happens when the information
matches, but there are name variations in DHS records.

Review the employee's information as displayed in E-Verify and compare it with the information
displayed in the case result on the same screen. If the name displayed in E-Verify is different from the
name displayed in the case result, you must click ‘Request Name Review’ and submit comments, and
DHS will review the case.
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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
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.

Everify e e aer - O crok i v Delete — now covered on Verification Process - Initial Verification Case

Tutorial

DHS Verification in Process

Acase result of 'DHS Verification in Process' means that the employee’s information did not initally
match DHS records, E-Verify automatically sends this case to DHS for further verfication.

'DHS Verification in Process' does not require action. DHS responds within 3 Federal Government
working days with an updated case result. You can review the result through Case Alerts an your
E-Verify user home page. Your next step s determined by the case result provided.

NOTE: ‘DHS Verification in Process' s also considered an interim case result and is provided to you when necessary during the verification process.

Lesson2 Page 170118

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

have compizted Lesson 2 of the General User Tutorial for E-verify Empleyer agents. You
o

@ E-verify home page
Use Form 19 informatian te create an emplayment eligitlity case in £-Verify

Recognize inital ¢25e resuits
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Summary

Congratulations! You have completed Lesson 2 of the General User 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.
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Lesson 3: Interim Case Results

Interim Case Results

Interim Case
SSA and DHS Tentative Noncenfirmation
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DHS Verification in Process

SSA/DHS Case in Continuance
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Interim Case Results — Overview

DHS and SSA Tentative Nonconfirmation (Mismatch)
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DHS or SSA Case in Continuance
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Interim Case Results

Welcome to Lesson 3 of ser Tutcrial for E-Verify Employer Agents. In this lesson, you willlearr

about the

Interim Case Results

554 and DHS Tentati

mation (TNC)

Interim Case Results

Welcome to Lesson 3 of the E-Verify General User Tutorial. In this lesson, you will learn

about these E-Verify topics:

e [nterim Case Results

e DHS and SSA Tentative Nonconfirmation (Mismatch)

e E-Verify Needs More Time
e DHS or SSA Case in Continuance

Welcome back, Generall

® i

Coses 1oba Clesed e with Lpdaies
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Learning Objectives Upon completing this lesson, you should be able to:

Upan completing this lesson, you should be able to:

Complete 3n 554 and DHS Tentatve Nonconfimation e Complete a DHS and SSA Tentative Nonconfirmation (Mismatch)
Recognize interim case results

Describe E-Verify interim case results: Review and Update Employee Data, DHS Verification in Process and SSA/DHS Case in ° Recognize interim case reSUItS

Continuance

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

Interim Case Results - Overview case result.

An interim case result requires additional action before E-Verify can provide a final case result. All cases
must receive a final case result. You must close every case to complete the E-Verify process.

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

Interim case results include:

et e confmaton and DS Tentative Nenconmaon Interim Case Results Overview
e e DHS and/or SSA Tentative Information did not match official government .
et S n et Nonconfirmation (Mismatch) records. Additional action is required. —
rrmmm——— E-Verify Needs More Time DHS cannot verify the data and needs more time. —
This case is referred to DHS for further action. No
= teson3 Page 3T 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 Social Security Administration (SSA) or US. Department of Homeland Security (DHS) TNC

means that the employee’s information dees net match with SSA er DHS records.

ATNC does NOT necessarily mean that the employee is not authorized to werk 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

Name. 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

Name, A-number and/or 94 number are incorrect in DHS
records

US. Passport, Passport Card or driver's license information
could not be verified

ID photo document differs from the photo in DHS records
DHS TNC

Information was not updated in the employee’s DHS
records

Citizenship or immigration status changed

Record contains another type of error

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 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

¢ 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

The TNC process can be simple; howsver, it requires action by you, your dient and the employee.

F the THC

First, your

se result. To do this, you print the

t must notify the employee in

Further Action Notice ar tor

i sign. This Motice provides additional

instruction to your client and the employeeon next

The next step is driven by the employee's choice tor

CONTEST - take action; or,

INTEST - not take action
5 10 contest, then you refer him or her ta either S5A or BHS. The Further Action

nal instruction to your client and the employes on next steps.

After the employee is natifisd and refamed), E-Verify provides you an updatad cass result 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 To do 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 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 3 case result of S5 of DHS Tentative Noncorfirmation [PESE . -
[TNC), you start the TNC process when you dick ‘Continue' from the verification . —

_ syt Slasier:
result page =y

entatve Mancorfirmaton (THG) @

The next screens take you through the steps listed below:

Refer Employee or Close Case

e ||

Chack fior Case Status Updates

IMPORTANT: & 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 dient may not take adverse action against an employse because of the TNC
or while the employee’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:
¢ 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

a0

bl CtLoseen et et 17 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 2 TNC as soon as possible.
To notify the employee, follow the steps listed below:

Select a language to print the Further Action Notice and dlick "Print Motice.

Send the Further Action Notice to the employer and instruct them to review the Further

Action Notice privately with the employee
ndicate that the employee has been notified by selecting the check box ' have notified
this employes of the THC.

NOTE: A sample of the Further Acticn Maotice is available any time you log into £-Verify under “View Essential Resources,’ accessible on your

user home page.
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The first step is to notify your client’s employee of a 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 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.
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Confirm Employee Decision

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

1 layer to have the employee indicate whether he or she will contest or
1ot contest the Th

n the Further Actio

Ensure that the employer and the employee sign and date the English version of the
Further Actiol

otice,

nstruct the emplayer
n English an

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 to take action to not to resolve the mismatch and
acknowledges this decision on the Further Action Notice.

To confirm the employee's decision:

Instruct the client to have the employee indicate on the Further Action Notice whether
they will take action to resolve the mismatch or not.

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

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 I-9.

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.

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.
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Refer Employee or Close Case

An employee that chooses to contest & TNC must be referred to SSA or DHS.

If the employee chooses to:

CONTEST: He or she chooses 10 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 Government working days that the employee has to visit an

$35A field office or contact DHS. o

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

Click 'Close Case.

IMPORTANT: Employers may NOT take adverse acticn against an employee because of the TN while he or she is contesting the TNG
and the case is pending

In some cases, when you refer the case, E-Verify will prompt you to provide a copy of the employee’s phote document. This is discussed
on the next screen.

Mismatch — Refer Employee or Close Case

o Ask the employee if they 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
understand that action must be taken by {date will auto populate}.

o The employee will not take action to resolve this case. The employee understand
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 I-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);

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 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.
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Submit Copy of Photo Documents

ou were prompted to match the er

oyee’s Form 1-8 photo document with the photo displayed in
Form I-0 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.

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.



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

Click Continue or SAVE & Exit.

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.

E Verify ) ks | e 5 e 4

Referred Employee

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

— I -~
T Date Confirmation and send it to the client.
AN R
. Instruct your client to provide the Referral Date Confirmation to the employee. SRR
g g < s e s e v e The Referral Date Confirmation informs the employee that the case is referred and provides _—
rmmmm——————— S the employee the date by which they must contact DHS and/or visit a SSA field office.
[ v R eson3 age 16617 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

Mismatch Process Summary

Below is a summary of actions required of you, your client 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 pr
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 e Keep original signed Further Action Notice on file with Form |-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 anc
Verify.
e If your employee does not give you their decision by the end of the 10th federal governm
day after E-Verify issued the mismatch, then you close the case and may terminate the en
THE CLIENT'S ACTION
e Review the Further Action Notice privately with the employee as soon as possible within
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 the
Action Notice.




e Instruct employee to sign and date Further Action Notice.
e Sign and date the Further Action Notice after your employee has indicated their choice.
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 the E-Verify employer agent
o If the employee chooses to take action to resolve the mismatch, provide them with the Referral Date
Confirmation.
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.

EVerlfy 1w c- g e B e i Mismatch - Check for Case Status Updates
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

OT sk the employee for additional evidence or confirmation that S5A or DHS case resu|t provided.
OTE T e e i s S e e e 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.
Everify o o [ © tres e i Delete OBE

Review and Update Employee Data

E-Verify provids: yes Data' when SSA finds a discrepancy in

the information from

pans bacause of typographical arors and/er incormect

< information the empleyse completed on Farm 18 vith
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E-Verify Case Result - E-Verify Needs More Time

DHS Verification in Process A case result of E-Verify Needs More Time is both an initial and interim case result and does ==
s not require action by you. 0
IL“ DHS could not immediately verify the data and needs more time. E-Verify automatically

T —— 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 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

Congratulations! You have completed Lesson 3 of the General User Tutorial for E-Verify Employer Agents. You
should now be zble 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

Complete Lesson Exit Lesson Lesson3 Page 17 0f 17

Summary

Congratulations! You have completed Lesson 3 of the General User Tutorial for E-
Verify Employer Agents of. 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 the 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

Lesson 4: Complete the
Verification Process

e the

st stcacatne e Complete the Verification Process
e Final Case Results
e C(Close Case

e Case Alerts
VoMLY, s, i Dl Wo  folis B tawiis Complete the Verification Process
Complete the Verification Process Welcome to Lesson 4 of the E-Verify General User Tutorial for E-Verify Employer

Welcome to Lesson 4 of the General User Tutonial for E-Venfy Employer Agents. In this lesson, you will leamn
about the E-Veriy topics listed below:

Agents. In this lesson, you will learn about:

Final Case Results
Close Case

Case Alerts

e Final Case Results
e (Close Case
e (Case Alerts
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Tutorial

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

Recognize final case results
Complete the verification process

Identify each Case Alert

US. Department of Homeland Security US. Citizenship and Immigration Services

Lesson 4 Page20f 13

Accessibility Plug-ins Sitemap

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 Home Coses Clents Reports  Resources v

Final Case Results

Afinal case result means that the case s ready to be closed. You must close every case to complete the
E-Verify process.

Final case results include:

Employment Authorized
SSA Final Nonconfirmation
DHS Final Nonconfirmation
DHS No Show

Error: Close Case and Resubmit

The next screens discuss each case result in detail,

U.S. Department of Homeland Security  US. Citizenship and Immigration Services
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Accessibility Plug-ins Sitemap

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.
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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 case verification number on the employee's Form 1-9 and/or print a copy | <

of the case details and file them with the employee's Form I-9.

Then, simply close the case in E-Verify! After you close the case, you have completed the verification

process!

U.S. Department of Homeland Security  U.S. Citizenship and Services
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Accessibility Plug-ins Sitemap

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 resulting in Employment Authorized.

Lesson 4 discusses the steps required to close a case.
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SSA/DHS Final Nonconfirmation
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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.

Lesson 4 Page 5 of 13

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 after an employee has contacted DHS or SSA. It
can also mean that the employee did not contact DHS or visit an SSA field office
within 8 federal government working days.

Your client may terminate employment based on a case result of DHS or SSA Final
Nonconfirmation with no civil or criminal liablity as noted in Article I, Section C —
Responsibilities of 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 DHS or SSA resolved their case.

EVerify es  Re ] O Empioyer User v
Close Case

the next screen

Select the appropri
additional info

tis that simple! You have now compls

closed

NOTE: A case can be closed any time by simply dicking ‘Close Case’ and following the steps above.
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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 1-9 or click Print Information to print and attach a copy of the
case details to the Form [-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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Tutorial

DHS No Show

A 'DHS No Show' means that the employee did not contact DHS within the 8 Federal Government working
days and, therefore, E-Verify cannot verify the employee's employment eligibility.
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.

m Exit Lesson Lesson4 Page 6of 13

Accessibility Plug-ins  Sitemap

UsS. Department of Homeland Security.  US. Citizenship and Immigration Services

Delete OBE
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Tutorial

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.

Next Exit Lesson Lesson4 Page7of 13

Final Case Result — Close Case and Resubmit

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.

T Verdy . ™ .
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Tutorial

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,
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Case Alerts

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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EVerify Home Cases Clients

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.

Features of this screen include:
e Search: Employee Name, Case Number, Alien, Social Security, Driver’s License, |-

- 94 or Passport Number
PG (e p———— 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 - Cases with New Updates

The ‘Cases with New Updates® Case Alertis a quick link to all cases that have had a change [ v
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
A quick link to each case by clicking on the case number

Option to view up to 100 cases per page
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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.

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, Social Security, Driver’s License, |-
94 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 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 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
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Case Alerts — Cases With Expiring Autorization Docs

The Cases With Expiring Authorization Docs case alerts is a notification that an
employee's Employment Authorization Document (Form |-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 |-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 |-
766) or an Arrival/Departure Record (Form 1-94).

Features of this screen include:

e Search: Employee Name, Case Number, Alien, Social Security, Driver’s License, |-
94 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.

o

Canes with Eapring
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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 I-9 or print the case details page.

Features of this screen include:

e Search: Employee Name, Case Number, Alien, Social Security, Driver’s License, |-
94 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.

Canes with Eapring

Py
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. Congratulations! You have completed Lesson 4 of the General User Tutorial for E-
ummary

Verify Employer Agents. You should now be able to:

ulations! You have completed Lesson 4 of the General User Tutorial for E-Verify Employer Agents. You
ow be able to:

shoul

Recognize final case results

e Recognize final case results
e Complete the verification process
e Identify each Case Alert

Complete the verification process

dentify each Case Alert

Complete Lesson Exit Lesson Lessond Page 130813
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Lesson 5: General User Account
Administration

General User Account Administration

Overview of User Roles
Create a Password
MNavigation Menu
Manage My Clients

Reports

Review Lesson 5

Current Update Image

Lesson 5: General User Account Administration
e General User Account Administration
Lesson 5: General User Account e Overview of User Roles
Administration
e C(Create a Password
e Navigation Menu
e Manage Clients

& LESSON COMPLETED

General User Account Administration

Overview of User Roles

Create a Password

Mavigation Menu ° Manage Company
Manage My Clients e Reports
Reports

Review Lesson 5
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General User Account Administration Welcome to Lesson 5 of the General User Tutorial for E-
e e Verify Employer Agents. In this lesson, you will learn about
the E-Verify topics listed below:
e Overview of User Roles

Overview of User Roles

Create

ssword
Navigation Menu
Manage My Clignts

Reports. -~ -3 .\4
e Create a Password 2 ¥
e Navigation Menu sl | ]
[ Lean e 16018 e Manage Clients
e Reports
Evenfy o oo oo o - o Learning Objectives
Learning Objectives Upon completing this lesson, you should be able to:

Upon completing this lesson, you should be ble to:

Identify the role of Program Administrators in support of General Users

Recognas rsquremerts ot  ascrd e Identify the role of program administrators in support of
Use your left navigation menu
Manage the information in "My Clients™ general users
e Recognize requirements to create a password
- m Exit Lesson Lesson 5 Page 20f 15

e Use your navigation menu
e Manage the information in My Clients

EVerty . 8 trsm o 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 two user roles:

e General User
e Program Administrator
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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:

General User

Program Administrator

You are registered as a General User. As a General User, you create and manage your cases in
E-Verify.

A Program Administrator can also create and manage cases in E-Verify. In addition, a
Program Administrator adds and deletes user accounts, oversess cases created by the
company's users, creates reports, updates company profile information and resets user
passwords.

Every company enrolled in E-Verify is required to have at least 1 Program Administrator.

As a general user, it is important to know the following:

e Your program administrator can assist you if you have
been locked-out of E-Verify due to a password issue.

e Cases created by you can also be managed by your
program administrator.

e Your program administrator can add new users to be
general users or program administrators and can delete
user accounts when needed.

e  Only program administrators can update your company’s
or entity’s profile information.

m Exit Lesson Lesson5 Page 3 of 15
NOTE: If you do not know who your program administrator is,
contact E-Verify Customer Support at 888-464-4218.
General User - Create a Password

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.

o Atleast1 letter

e At least 1 number, not as the first or last character

e At least 1 special character from the following | @ $ % * ()
P {t+-"

e Does not contain an invalid special character

¢ Notidentical 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 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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General User — 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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General User — 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 in your
company.

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.

Legot
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Navigation Menu

You shauld become familiar with the links found on your user home page. Cutlined below is additionsl information about

gach link

Link Name Function

My Cases

New Case Select o create & new cese end start the verification process.

View Cases Pravides verious search functions and il

My Clients

Add New Client ‘Add clients for which you will creats and menage cases in E-Varify

View Existing Manage your client’s prafile information, ugia #y Emaloyer

Client ‘Agent -Cliznt MOU and ferminate client camparia

My Prafie

Edit Profile Updste your user infarmetion, incluing name, sdeiess and cantact
ormation

Change Password | Change your user password at any time

Change Security Change the sezurity quastions to assist you with 2 pessward reset

Questions

Continued on tha naxt scrazn,

Exit Lesson

Lesson &

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 General User - Navigation Menu (continued)

Qutlined below is sddiional

information abour each link:

Link Name Function
Wy Regarts
View Reports Provides options to creste reparts.

My Resaurces

View Essential Resources

Pravides important information end resources. including:

Memorandums af Understending (MOUS|
Other Resources

Teke Tutorial

Takesy

iou to this user futarial

View User Manuzl

= the E-Veriy User Manua

Cantact Us

Provides imporiant canlact information.

NOTE: You shouid log out of

=l -

arify sfr avery use. To log out. simply elck ‘Log Out from your user home page
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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




User Account
Log Out

Navigation Menu — Case Alert Boxes

Case alerts boxes are located below the welcome banner:

Link

Function

Case Alert

The case alert boxes bring
attention to cases that need action
or provide important information
regarding your cases.

Cases to be
Closes

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.

Cases with
Updates

All open cases that have had a
change in case result.

All cases must 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.
This is notification your case was
closed. Be sure to record the case




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

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
E Verify e Ca me Pepors - [ LR E-Verify Employer Agents - Manage Clients
As a general user for E-Verify employer agents, you manage
Manage My Clients important information about your clients from the navigation

Verify employer agents, you manage impartant information about your disnts from the left navigation menu option My menu o pt |O n C I |e ntS i

On the Clients Company screen you can:
Jmn s e Search and View Existing

e Terminate Companies

3 o s e Add New Client

The next screens discuss each link in detail.
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My Clients - Add Mew Clignt

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 C(Click Save & Continue.

An email is sent to the MOU signing authority that you
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

N P iy (i, Do

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

IEPDRTRNT: fidoee

mn“ IMPORTANT:

Vo Lisartn By 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.

- R lassan 3 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.

iy aesy g Delete - covered under ‘Manage Client — Add New Client’

Wiew Existing Clients - Upload MOWU Signature Page

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 Verdy "
sl e m———— =
. s
Run Reports
Quarn st gt [T —
| St | =



https://www.e-verify.gov/e-verify-user-manual
https://www.e-verify.gov/e-verify-user-manual

e e, o Congratulations! You have completed Lesson 5 of the General
User Tutorial for E-Verify Employer Agents. You should now be

Summary
.:fngm.nla'm"s‘ "cu_"a.‘e:cmn\; ed Lasson S of the General User Tuterial for E-Varify Employer Agens. You a ble to:
e Understand the role of program administrators in support
of your company's or entity’s users
T 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 COMPLETED
Lesson 1: Introduction

Introduction
Background and 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
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EVerify = vome  coms Cene fepors Ressurces v O coee v Welcome to the E-Verify Tutorial
This tutorial is designed for General User E-Verify
Employer Agents of Federal Contractors that
participate in E-Verify.

Welcome to the E-Verify Tutorial

| Take Tutoria

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 COMPLETED & LESSON COMPLETED

Lesson 2: Initial Verification

Lesson 1: Introduction
Introduction
E-Verify Background and Overview

Federal Contractor and E-Verify Employer Agent
Overview

Privacy Statement and Guidelines

Lesson 3: Interim Case Results Lesson 4: Complete the Rules and ResponSibi"ties

~ Verification Process
ntarim Case

Civil Rights and Civil Liberties
Form I-9 and E-Verify
Verification Process Overview

the Varification Process

SSAIDHS Case in Continuance {Review Lesson 1}
Lesson 2: Initial Verification
Initial Verification
Lesscn 5: General User Account Knowledge Test .
Administration o o E_Verlfy Home Page
The Knowledge Test is required fo begin using .
Eeriy. Enter Form I-9 Information
Initial Verification Results
R R R {Review Lesson 2}

Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results - Overview

DHS and/or SSA Tentative Nonconfirmation
(Mismatch)

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: General User Account
General User 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

Civil Rights and Civil Liberties

Form|-9and E !

Werification Process Qverview

Review Lesson 1

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

Welcome 1o Lesson 1 of the General User Tutorial for E-Verify Employer Agents of Federal Contractors. In this
lesson, you will lzam about the E-Verify topics listed below:

Background and Ovesview
Privacy Statement and Guidslines

Rulez and Razponsibil
Civil Rights and Civil Libertizs

Fedzral Contractar Requirsments

Form |-8 and

‘erification Process Qvendew

3 oo

Lesson 1 Fage 1of 31

Introduction

Welcome to Lesson 1 of the General User Tutorial
for E-Verify Employer Agents of Federal Contractors.
In this lesson, you will learn about the E-Verify topics
listed below:

e E-Verify Background and Overview

e Federal Contractor and E-Verify Employer Agent
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 Home Cases Clients Reports  Resources v @ Emploger Agent User v

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

Lesson 1 Page 2 of 27

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

e Describe the background and overview of E-
Verify, Federal Contractor and 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




EVerify Home Coses Clients Reports  Resources v

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.

@ Employer Agent User v

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

[0 citesson Lesson 1 Page 30127

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 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.

B3 o Lesson 1 Page 4o 27

E-Verify Overview

E-Verify is an internet-based system that
electronically verifies the 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).

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 Eligibility
Verification, with SSA and DHS records to verify employment eligibility.

Atthis 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.

Next Exit Lesson Lesson 1 Page 5 0f 27
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Privacy Statement and Guidelines

The use of E-Verify requires the collection of personally identifiable information. It is essential to protect the
privacy of employees that submit information to be processed through E-Verfy.

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.

By oo Lesson 1 page 6.0 27

E-Verify use requires the collection of personally
identifiable information (Pll). 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
PIl.

R R




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 to properly protect employee information can result in identity theft o fraud, and can cause
considerable inconvenience, harm or embarrassment to the employees or employers affected.

By oo Lesson 1 Page 7o 31
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Privacy Guidelines

At a minimum, take the steps outlined in the table below to protect personal information and comply with the appropriate regulations:

PRIVACY GUIDELINES

Allow ONLY authorized employees to use E-Verify.
Ensure that only the appropriate employees handle information and perform verification cases.

SECURE access to E-Verify.
Protect the password you use to access E-Verify and ensure that unauthorized users do not gain access
to the system.

PROTECT and STORE individuals' information properly.
Ensure that employees' information is stored in a safe and secure location and that only authorized
individuals have access to this information.

Discuss E-Verify results in PRIVATE.
Ensure that case results are discussed in private with the employee.

[ P

Privacy 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 Pll is safeguarded.
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Rules and Responsibilities

Al E-Verify users are bound by the guidelines set forth in the MOU and the rules and responsibilties outlined
in the 'E-Verify User Manual for E-Verify Employer Agents' and this tutorial.

The next screens outiine the specific rules and responsibilites required of everyone that uses E-Verify.

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 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)
E-Verify employer agents participating in E-Verify MUST:

Follow E-Verify procedures for each newly hired employee while enrolled/participating in E-Verify
Notify each job applicant of E-Verify participation.

Clearly display the ‘Notice of E-Verify Participation’ and ‘Right to Work' posters in all languages supplied by DHS.
Complete Form 1-9, Employment Eligibility Verification, for each newly hired employee before creating a case in E-Verify.
Ensure that all Form 1-9 List B identity documents have a photo.

NOTE: Additional information on each rule and responsibility is provided throughout this tutorial
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Rules and Responsibilities (continued)
E-Verify employer agents participating in E-Verify MUST:
Create a case for each newly hired employee no later than the third business day after he or she starts work for pay.
Ensure that clients obtain a Social Security number (SSN) from Form I-3 for each newly hired employee.
Provide each employee with notice of and the opportunity to contest a Tentative Nonconfirmation (TNC).
Not terminate the employee during the E-Verify verification process because he or she receives a TNC.
Ensure that all personally identifiable information is safeguarded.

NOTE: Additional information on each rule and responsibility is provided throughout this tutorial

Lesson 1 Page 110727

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 [-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. 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.

v

IMPORTANT: For more information, review 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

ation in E-Verify. To do this, you must provide your
provided by DHS:

Your dlients must clearly display both notices. Both notices are found in ‘View Essential Resources.

IMPORTANT: If your clients cannot display either notice, they should print and distribute them to every job applicant.

Lesson 1 Page 12 0f 27

Rules and Responsibilities - Notice to Employees of
E-Verify Participation

You MUST notify ALL employees of your
participation in E-Verify. To do this, you must
provide your clients the following posters in English
and Spanish provided by DHS:

e Notice of E-Verify Participation; and

e Right to Work.
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.
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-Verify recommends providing a copy of these
posters with job application materials, either
electronically or in hard copy.

IF YOU HAVE THE RIGHT TOWORK |, Betmsmte | ud
T ———TL
-: - ---e'! i

DONT LET ANYONE TAKE IT AWAY

|
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Rules and Responsibilities (continued)
E-Verify employer agents participating in E-Verify MUST NOT:

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

Check the employment eligibility of an employee hired before the company signed the E-Verify MOU.

Take adverse action against an employee based upon a case result unless E-Verify issues a final nonconfirmation.

Specify or request which Form 1-9 documentation a newly hired employee must use.

Use E-Verify to discriminate against ANY job applicant or new hire on the basis of his or her national origin, citizenship or immigration status.
Selectively verify the employment eligibility of a newly hired employee.

Share any user ID and/or password.

NOTE: Additional information on each rule and responsibility is provided throughout this tutorial.
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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 |-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 the 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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Itis important to protect the rights of employees. The next screens discuss the following:

Employee Protection
Responsibility to Avoid Discrimination
Deter Discrimination in Your Workplace

Adverse Actions

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
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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 work eligibility issues with pecple directly concemed with the information and limit these conversations to the relevant case detals.
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 I-8 is complete, This is considered pre-screening.

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

Use E-Verify selectively.

=3 oo Losom et

Civil Rights and Civil Liberties - Employee Protection

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 your participation in E-Verify and
employee rights.

e C(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 work 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 1-9 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

employers to apply Form 1-9 and E-Verify rules consistently, regardiess of an | /P

migration status or national origin. This law is known as the

Immigration and Nationality Act's anti-discrimination provision and is found at 8 US.C. § 1324b. | Nua®
The Ims

mployee Rights Section (IER) of the U.S. Justice Department's Civil Rights

Employers that discriminate in their use of E-Verify may violate this law.
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Protecting Civil Rights and Civil Liberties: The
Department of Justice’s Immigrant and Employee
Rights Section (IER)

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

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

For more information on how to avoid
discrimination, contact IER 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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Deter Discrimination in Your Workplace
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 o 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 or 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 www justice.gov/IER or call the IER toll-free employer hotline at 1-800-

255-8155 or 1-800-237-2515 (TTY). IER can answer your questions about ion-related i 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

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.

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 their case is pending with DHS or SSA.

IF YOU HAVE THE RIGHT TO WORK

e cmm— R —
DON'T LET ANYONE TAKE IT AWAY
|
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Adverse Actions
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E-Verify prohibits you from taking adverse actions against employees based on the employee’s decision to
contest a Tentative Nonconfirmation (TNC) or 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 E-Verify may be terminated.
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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 Il, 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 contest a mismatch result as you
would treat any other employee.

terminake

oy
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Final Nownconfirmalion
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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 enrollment and use

e Contractors Already Enrolled in E-Verify

e Subcontractors & 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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Fedweral Controcnor Fleouerements - Form B9 and E-Viersly
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Federal Contractor Requirements — Form 1-9 and E-
Verify

All employers in the United States are required to
complete Form 1-9, Employment Eligibility
Verification, 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 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 [-9, click Form 1-9.
For more information on Form I-9 procedures,
review the Handbook for Employers: Guidance for
Completing Form |-9 (M-274) which is also located in
View Essential Resources.
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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 employers do not have.

For detailed information, click View Essential
Resources and review the Supplemental Guide for



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

Federal Contractors, 2.1 Verifying New Employees
using Form [-9.
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Federal Contractor Requirements — Verifying
Existing Employees using Form |-9

Federal contractors must follow specific rules which

e = : relate to Form [-9 and existing employees.
BT Employers must comply with Form 1-9, procedures
r 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.
[ s | - —
For detailed information, click View Essential
Resources and review the Supplemental Guide for
Federal Contractors, 2.2 Verify Existing Employee
using Form [-9.
i iy i Federal Contractor Form I-9 and E-Verify

Ry B o B - ity

All employers in the United States are required to
complete Form 1-9, Employment Eligibility
Verification, 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 employers enrolled in E-Verify.

Employers enrolled in E-Verify have chosen to take
the additional step of verifying that their
employee’s Form |-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



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
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.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

Completing Form 1-9 (M-274) which is also located in
View Essential Resources.
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Overview

Form |-9: Section 1 - Overview

Newly hired employees must complete Section 1 of Form I-9 in its entirety. Providing a Social Security

Newly hired employees must complete Section 1

of Form -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

e tomires s e e e o s S ey s o o v seasonal, temporary, and rehires, MUST provide an

process. You must create a case in E-Verify as soon as the employee has received an assigned SSN from SSA

number (SSN) on Form 1-9 is usually voluntary but newly hired employees of employers participating in
E-Verify are required to provide an SSN on Form 1-9, Therefore, all newly hired employees, including
seasonal, temporary and rehires, MUST have 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 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.



http://www.uscis.gov/files/form/m-274.pdf
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Form |-9: Section 2 - Overview

Empl wplete Section 2 of Form 1-9

that prove the identity and

IMPORTANT: You may NOT specify which document(s) from the lst of acceptable documents an Form 1-9 an employee may choose to present.
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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
and employee may choose to present.
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Tutorial

Form [-9: Section 2 - Overview (continued)

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

IMPORTANT: Any List B document(s) presented to an employer participating in E-Verify MUST contain a photo. If an employee doesn't have a
photo on their List B document, contact E-Verify Customer Support. E-Verify Customer Support is available Monday through Friday, 8:00 am. to 5:00
p.m. local time except federal holidays at 888-464-4218,

[T ExitLesson Lesson 1 Page 22 0f 27

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 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 or final.

Every case created in E-Verify receives a final case result before it is closed, and every case must be closed.

E-Verify makes eligibility by comparing the employee's Form 1-9

information entered in E-Verify with the information in DHS and SSA records.
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Verification Process Overview

The E-Verify employment eligibility verification
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 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 makes employment eligibility
determinations by comparing the employee's Form |-
9 information entered in E-Verify to official
government records.

EVerify Home Cases Clents Feports  Resources v
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Initial Verification Case Results - Overview

After Form 19 information has been entered into E-Verify, £-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 elient is between you and your client

Nonconfirmation (TNG)

3 The employee's information matched with DHS andior SSA
Employment Authorized

racorde. Its that aasy!
Tentative Information does nat initielly match with SSA or DHS

records. Additional action is required

DHS Verification in
Process

This case is referred to DHS for further verification. No
action is required until further natice 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.

sack | I ciciosson
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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

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

Authorized




Tentative

Information does not initially

Nonconfirmation | match records. Additional

(Mismatch)

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.

EVerify e = = tep tesources v

Interim Case Results - Overview

he in

Interim Case Results Overview

‘SSA or DHS Tentative Information did not match with SSA or DHS records.
Ak

Review and Update

DHS Verificationin
Process

SSA or DHS Casein
Continuance

-E
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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 and/or
SSA . Information did not match
Tentative -
. official government records.
Nonconfirma . . .
. Additional action is required.
tion
(Mismatch)
DHS could not immediately verify
E-Verif the data and needs more time.
v This case is referred to DHS for
Needs More . ..
. further action. No action is
Time . . .
required until further notice
from E-Verify.




The employee has contacted DHS
or visited an SSA field office, but

DHS and/or L
/. more time is needed to
SSA Case in . )
. determine a final case result. No
Continuance

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.

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
Nonconfirmation

E-Verify cannot verify an employee's smployment eligibility
after the employee has visited SSA or contacted DHS.

DHS No Show

‘The employes did not contact DHS within the eight Federal

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.

Government working days.

‘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.

Error: Close Case and
Resubmit

‘Additional information on final case results and next steps are addressed throughout this tutorial,

US. Department of Homeland Security U.S. Citizenship and Immigration Services Accessibility Plug-ins Sitemap

Final Case .
Overview
Results
The employee's information
Employment |[matched with official records.
Authorized [Case will automatically close. No
action needed.
T
SSA Final nploy POy
Nonconfirma eligibility after the employee has
. contacted DHS or visited SSA.
tion
You may close the case.
This case cannot continue
Close Case |because the expiration date
and entered for the employee's U.S.
Resubmit 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.
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Summary

Congratulztions! You have completsd Lesson 1 of the Ganeral User Tutorial for E-Verify Employer Agents of
Faderal Contractors. You should naw be able to;
Describe the background and ovendew of &ty
Cary out and comply with rules responsitiktiss and guidsiines for protacting privacy and personal
information
Recognizs Civl Rights and Civil Liberties
deral contracior raquirements

Form 1-8 procedures and how they relate to E-Veriy
Recognizs the verificstin process and case resuits

Summary

Congratulations! You have completed Lesson 1 of
the General User Tutorial for E-Verify Employer
Agents of Federal Contractors. You should now be
able to:

e Describe the E-Verify and Federal Contractor
Background

e Describe the E-Verify and E-Verify Employer
Agent 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




EEA FC Lesson 2

& LESSON COMPLETED

Lesson 2: Initial Verification
Initial Verification
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Initial Verification Results
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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 1o Lezson 2 of the Genesal User Turorial for E-Verify Emplayer Agents of Federal Contracrors. In this

[ sl lsarn abour the E-verity topics lizted beiow

E-Varify Homa Page
Enter Form 10 Information

nitizl Verffication Rasufts

Initial Verification

Welcome to Lesson 2 of the General User Tutorial for E-Verify Employer
Agents of Federal Contractors. In this lesson, you will learn about:

e E-Verify Home Page
e Entering Form I-9 Information
e |Initial Verification Results
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Learning Objectives
Upon completing this lesson, you should be able to:

Recognize the E-Verify home page
Use Form 1-9 information to create an employment eligibility case in E-Verify

Recognize initial case 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
e Recognize initial case results
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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
E-Verify verification process.

1

Provides important information and updates

2 | Everityn,
erifyNews about E-Verify.
o | EVerityNavi Specific pending upon
Menu the user
Alerts you of actions needsd to complete the
4 | caseterts

E-Verity process.

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.

Caes with Eapring

@

Pagcently Avig-
Cosea Coses




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
e (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 User Profile
e Change Password
e Change Security Questions
e LogOut

EVerify fome e e esources v © Erpoue Agent e v

Create a Case

After the employee completes Form I-8, 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

The hir
began employment. For the

e is the first day of employment in exchange for wages or other remuneration, previously referred to s the date on which the employee
in E-Verify, enter the ‘employee's first day of employment: date from the ‘Certification’ n Section 2 of the

employee's Form 19 circled below.

1f you rehired an employee within three years of the date that his or her previous

leted and have completed Section 3 of
Form -9, enter the Date of Rehire' from Section 3 of the employee's Form I-9 as ey,
iy, no additional
to the Section 2

required in E-Verlfy as you cannot change the

tion' date on the employee's Form 1-9 f the

hanges. Consult the *Har idance for Completing F M-274) for more information.

to create a case in E-Verify.

s hired on or before November 6, 1986 are not subject to Form 1-9 and, therefore, may not have a case created in E-Verify based on

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: | stiest. under penaity of perjury, that (1) | have sxsmined the the
[2) the above-Bsted do<umantis) appear 1o be Qanuing and 10 reiale 1o the empicyes named. and () 10 the bost of my knowledge the
aemplay e s duthorired to s in the United St

ployes's first day of Voo @rs« instructions for erempticas)
Fagnanee o Fmgioysr of AUt ened Regrtass Lt -'-\llh s st Ty ry) | Trie of Lrpioye o Auhorized Representatve

Lamd v ol Crpoyen o s Rompranaritabes | Fin bimma of gy o Adberied Ragresstatnn | rplonpss's s o O-garsaton Mas

Empioyers Business or CQanizason ASOness (Seet Mamber and Name) | Cay or Towr State




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.

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.

Everlty o . . B st v Getting Started

E-Verify Home Page

To create a case in E-Verify, take the information that the employee
completed on their Form I-9 and enter it into E-Verify.

log

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.

it esson Lesson2 Fage 3ot 18
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

selected New Case or Verify Employee: you have started to create a nv =

on the employee's Form I-9 to complete the steps on each screen,

hip status that the employe chose in Section 1 of Form 19 and

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 |-9 Information screen:
e Complete the Employee Information and Attestation section;

o 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;
2R o e C(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 ﬂ
EVerify o o G mepo meorces v oY ——

Enter Form I-9 Information (continued)

When appropriate, E-Verify prompts you to enter the reason you have not created a case Verty mpioyee
wiithin 3 business days of hire. Select the appropriate response and click ‘Continue.

REMINDER: The hire date is the first day of employment in exchange for wages or other
remuneration as entered into the ‘employee's first day of employment date from the ‘Certification’ in Section 2 on Form 1-9. 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 into the hire date field in E-Verify is the Section 2 ‘Certification date from the employee's Form 1-9.

Enter Form I-9 Information — Additional Case Details

Under the Additional Case Details section, type the employee’s first day of
employment 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.

I | n |
o [




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.
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Enter Form I-9 Information - Duplicate Case Alert

After you enter the employee's Form 1-9 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 en case alert can occur for several reasons. It does not necessarily

mean that yo

To complete this st
case. If you determ

the case information and determine if you need to continue with the
/ou need to continue with the case, you will need to select a reason from
the options presented in E-Veriy.

NOTE: If you think the case is truly a duplicate and you no longer need to continue the verification process, you can close the case by clicking ‘Close

Case!

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

n some cases, after you enter the employee's Form 1-9 inf
asks you to check the employee's information before E-Verify p

and click ‘Continue,

fes an initial case result.

To complete this step, ensure that the information you entered i E-Verify matches with the employee's
Form 1-9. The information you entered in E-Verify MUST match with the employee’s Form 1-9

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

NOTE: If 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.

[ ne T Lesson2 Page 9.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 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 the
verification process, you can click Close Case and the case will
automatically close without being submitted.

EVerify  rome o oo et Reosces v Y

Tutorial

Enter Form -9 Information - Error: Unexpired Document Required

If an expired US. Passport, Passport Card or driver's license was entered, E-V
Unexpired Document Required' screen. This means that E-Verify has NOT cr
You must obtain an unexpired document for Form 1-9 and re-enter the case.

will isplay the ‘Error:

d a case for this employee;

To start a new case, clck ‘New Case’ and enter the employee's unexpired Form 1-9 document information.

IMPORTANT: An expired document presented for Form I-9 does NOT mean that the employee 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 vrify the employment eligibility of this employee.

B3 oo Lessan. Page 100118

Delete OBE
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Enter Form I-9 Information - Photo Matching

© croiouer Agert ser v

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 DHS

records.

The photo matching step happens
or Passport Card, Permanent Resid:
766) for Form 1-9 completion.

matically. This may occur an employee presents a US. Passport
ard (Form 1-551) or an Employment Authorization Document (Form I-

NOTE: You will need to get a clear copy of the employee's Form 1-9 document from your client.

Lesson2 Page 110f 18

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.
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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, 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
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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, account for minor
variances in shading and detail, then select:

Yes, the 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

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 resultis 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
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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 of
records. Case will automatically close. No acti
needed.

Tentative Nonconfirmation
(Mismatch)

Information does not initially match official
government records. Additional action is requ

E-Verify Needs More Time

DHS could not immediately verify the data an
needs more time. This case is referred to DHS
further verification. No action is required unti
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.

b4

Cates with Eapr
Authorizgtion Docs

=

=]



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 is the most common case result, It means that the employee's information
matches with DHS and/or SSA records. It'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 and/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 verification
process!

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 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

Employment

The employee's information matched with official

ot [T R — . records. Case will automatically close. No action
Authorized
needed.
E-Verify could not immediately verify an employee's
DHS or SSA Final employment eligibility after the employee has
Nonconfirmation [contacted DHS or visited SSA. 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 Home Coses Clients Reports  Resources v © Emploger Agent User v DELETE OBE

Employment Authorized - Request Name Review

In rare situations, E-Verify issues a case result of 'Employment Authorized,' but the name provided on
the case result does not match with the name displayed in €-Verify. This happens when the information
matches, but there are name variations in DHS records.

Review the employee's information as displayed in E-Verify and compare it with the information
displayed in the case result on the same screen. If the name displayed in E-Verify is different from the
name displayed in the case result, you must click 'Request Name Review' and submit comments, and
DHS will review the case.

Exit Lesson

Lesson2 Page 15 0f 18
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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.

1 (THC] et tha the employes’s

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 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.

=l - ——

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

EVerify o com e reo e v 0 <o e Delete — now covered on Verification Process - Initial Verification Case
M Results Overview slide

DHS Verification in Process

A case result of 'DHS Verification in Process' means that the employee's information did not initially
match DHS records. E-Verify automatically sends this case to DHS for further verification.

'DHS Verification in Process does not require action. DHS responds within 3 Federal Government
working days with an updated case result. You can review the result through Case Alerts on your
E-Verify user home page. Your next step is determined by the case result provided.

NOTE: ‘DHS Verification in Process'is also considered an interim case result and is provided to you when necessary during the verification process.



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

Congratulation:! You have completed Lessan 1 of the General User Tutorial for E-Vesify Emplayer Agents of
Federal Contractors. You should now be able to:
Describe the background and overvisw of E-Vrify
Carmy out and camply with rules. responsibiitias and guidlines for prorzcting privacy and personal
information

ize Civil Rights and Civil Liberties

federal contractor requirements

ize Form |3 procedures and how they relats 1o E-Vrity
Recognize the verficstion process and case results

Summary

Congratulations! You have completed Lesson 2 of the General User Tutorial
for E-Verify Employer Agents of Federal Contractors. 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.
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Lesson 3: Interim Case Results

Interim Case Results

Interim Case Results-Overview
SSA and DHS Tentative Noncenfirmation

Review and Update Employee 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 3 of the Ganeral User Tutorial for E-Verify Emplayer Agents of Fedzral Contractors. In this
lessan, you will l=am about the E-Verify topics listed below:
Interim Case Results
S5A and DHS Tentative Nonconfirmation (TNC)
Updats Employes Datz
DHS Verification in Process
354/DHS Case in Continuance

[ [T e e

Interim Case Results

Welcome to Lesson 3 of the E-Verify General User 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
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Learning Objectives

ources

Learning Objectives

Upon completing this lesson, you should be able to:

Upen completing this lesson, you should be able te:

ot oS5 S5 Tt oot e Complete a DHS and SSA Tentative Nonconfirmation (Mismatch)
Recognize interim case results ° Recognlze interim case results
Describe E-Verify interim case results: Review and Update Employee Data, DHS Verification in Process and SSA/DHS Case in . . . .
cortinuznce e Describe E-Verify interim case results:
o E-Verify Needs More Time; and
Bl oo Lesson3 Page 20717 o DHS or SSA Case in Continuance
e Complete Photo Matching Process

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.

EVerify Home  Cases  Clie report o«

Interim Case Results - Overview

Resources ¥ ployer Agent User

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

must receive a 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.

Lesson3 Page30f 17

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

Name, A-number and/or -94 number are incorrect in DHS
records

US. Passport. Passport Card or driver's license information
could not be verified

1D photo document differs from the photo in DHS records

Information was not updated in the employee’s DHS
records

DHSTNC

Citizenship or immigration status changed
Record contains another type of error

Information was not entered correctly by the employer

DHS and SSA Mismatch

A Department of Homeland Security and/or Social Security Administration 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 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

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 with
MISMATCH SSA

e 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
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Tentative Nonconfirmation (TNC) - Process Overview

The TNC process can be simple; howsver, it requires action by you, your dient and the employee.

First, your

F the THC

t must notify the employee in

se result. To do this, you print the

Further Action Notice ar tor

i sign. This Motice provides additional

instruction to your client and the employeeon next

The next step is driven by the employee's choice tor

CONTEST - take action; or,

INTEST - not take action

5 to contest, then you refer him or her to either SSA or DHS. The Further Actior
nal instruction to your client and the employee on n

teps.

After the employee is natifisd and refamed), E-Verify provides you an updatad cass result 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 To do 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 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 3 case result of S5 of DHS Tentative Noncorfirmation [PESE . -
[TNC), you start the TNC process when you dick ‘Continue' from the verification . —

_ syt Slasier:
result page =y

entatve Mancorfirmaton (THG) @

The next screens take you through the steps listed below:

Refer Employee or Close Case

Check for Case Status Updates chams cass ||

IMPORTANT: & 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 dient may not take adverse action against an employse because of the TNC
or while the employee’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:
¢ 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

a0

ner R e 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 s to notify the employee of a TNC as socn 25 possible.

EVerify
o notify the employee, follow the steps listed below: "
Selact a language to print tha Furth ce and click ‘Print Notice |
-
Send the Further Ice oy nd instruct them to review the Further vl

Action Notice privatel

ndicate that the em;

¥ y selecting the check box | have notified
his emploee of the TNC!

NOTE: A sample of the Further Action Notice is available any time you log into £-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 client’s employee of a 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 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.
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Confirm Employee Decision

o

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.
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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 1o take the action to visit an S3A 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 or 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 s pending.

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 screen.

Mismatch — Refer Employee or Close Case

o Ask the employee if they 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
understand that action must be taken by {date will auto populate}.

o The employee will not take action to resolve this case. The employee understand
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 I-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);

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 [-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 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 -9
completion and prior to creating the E-Verify case. Photo Matching - Process Overview
provides a summary.

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:

¢ 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.
[ ]
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Submit Copy of Photo Documents

If you were prompted to match the employee's Form I-9 photo document with the photo displayed in
E-Verify, you are automatically asked to send a copy of the employee's Form 19 photo document to
DHs.

First, you must obtain a copy of the employee's Form 19 photo document.

Ihen, determine ho
copy electronically

Il submit a copy of this doCUMENt to LHS, You may Use E-Verify to submit a
paper copy by selecting one of the following:

Attach and Submit Copy of Employe:
OR
Mail Paper Copy
Select how you will submit the document and follow the instructions displayed on this screen in E-Verify. Additional details are also available in

the "E-Verify User Manual for £-\Veerify Employer Agents’ located in ‘View Essential Resources.

IMPORTANT: Do ot send original documents to DHS. DHS will not pay for any shipping costs. Participants are free to use an express
shipping carrier of their choice at their own expense.

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.

2R oo Click Continue or SAVE & Exit.
Review the E-Verify User Manual, 2.2.2 E-Verify Photo Matching for more information.
EVeerify . com s e e e v Mismatch — Referred Employee

Referred Employee

u click ‘Reder Ca

the employer to

IMPORTANT: The employee must present 3 copy of the signed Further Action Notice to 554 if he or she choose

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.
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TNC Process Summary

- a

Belowris a summary of actions required of you, your client and the employse during the TRC process.

YOUR ACTION

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 p
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 an
E-Verify.

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

THE CLIENT'S ACTION

Review the Further Action Notice privately with the employee as soon as possible within ]
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
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 R¢
Date Confirmation.

THE EMPLOYEE'S ACTION

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

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

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

If the employee decides to take action to resolve the mismatch, contact DHS or visit an SS
office with a copy of the Further Action Notice within 8 federal government working days.
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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

EVerify 1o . T [ O froies et U

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.

L1 ]
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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.

E-Verify Case Result - DHS and/or SSA 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

el ——— &

[ [ I 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 Her : ats Reports  Resources % O CeneralUzer v Summary

Summary Congratulations! You have completed Lesson 3 of the General User Tutorial for E-

Congratulations! You have completed Lesson 3 of the General User Tutorial for E-Verify Employer Agents of

Faderal Contractors. You should now be able to:

Complete an 534 and DHS Tentative Nanconfirmation
Recagnizs interim cas:

fts: Revisw and Update Emplayes Data, DHS Verification in Pracess

Complets Lessan

Exit Lesson

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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Lesson 4: Complete the
Verification Process

Complete the Verification Process

Final Case Results

mmm Al
Lase nlerts

Current Update Updated Content Updated Images
Lesson 4: Complete the Verification Process

Lesson 4: Complete the
Verification Process

st stcacatne e Complete the Verification Process
e Final Case Results
e C(Close Case

e Case Alerts
EVerify — 1on: ws e Resouces v © Gl Complete the Verification Process

L Welcome to Lesson 4 of the E-Verify General User Tutorial for E-
Complete the Verification Process

Verify Employer Agents of Federal Contractors. In this lesson,
you will learn about the E-Verify topics listed below:

‘Welcome to Lesson 4 of o
am abo:

yer Agents of Federal Contractors. [n this

lzzzon. yoi

Final Casz Results

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

Exit Lesson Lesson 4 Page1of 11
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Learning Objectives
Upon completing this lesson, you should be able to:

Recognize final case results
Complete the verification process

Identify each Case Alert
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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 Home Cases Clients Reports  Resources

Final Case Results

Afinal 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:

Employment Authorized
SSA Final Nonconfirmation
DHS Final Nonconfirmation
DHS No Show

Error: Close Case and Resubmit

The next screens discuss each case result in detail.

B3 -~ Lesson 4 Page 3 of 13

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.

@ Eemployer Agent User v
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Tutorial

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 case verification number on the employee's Form 1-9 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!

Next [T Lesson 4 page 4 of 13

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 resulting in Employment
Authorized.

Lesson 4 discusses the steps required to close a case.
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SSA/DHS Final Nonconfirmation

@ Employer Agent User v

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 II, 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.

Lesson4 Page 50f 13

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 after
an employee has contacted DHS or SSA. It can also mean that the
employee did not contact DHS or visit an SSA field office within 8
federal government working days.

Your client may terminate employment based on a case result of
DHS or SSA Final Nonconfirmation with no civil or criminal liablity
as noted in Article Il, Section C — Responsibilities of 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 DHS or SSA resolved their case.

E Verify + - - sspurtes v © Empioyer User v
Tutorial
Close Case

n the verification process. o close & case, first click n proe—
] - |
d click ‘Continue.' Select the helper text @ for
n process and the case is

dlosed
NOTE: A case can be closed any time by simply clicking "Close Case’ and following the steps above.

AN - R Leson4 Pagedof13

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 1-9 or click Print
Information to print and attach a copy of the case details to
the Form I-9.




o Click Create New Case to create a new case or click
Continue to be redirected to view all your cases.

EVerify Home Cases Clients Reports  Resources v © Employer Agent User

DHS No Show

A 'DHS No Show' means that the employee did not contact DHS within the 8 Federal Government working
days and, therefore, E-Verify cannot verify the employee’s employment eligibility.

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 I}, 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.

Lesson4 Page 60f 13
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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
U.S. 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.

Lesson 4 Page7of 13

Final Case Result — Close Case and Resubmit

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 dlick.

The next screen discusses each Case Alert in detail.

Lesson 4 Page 9 of 13

Case Alerts

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

e C(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.

EVerify Home Coses Clients Reports  Resources v

@ Employer Agent User v

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

Lesson4 Page 10 0f 13

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.

Features of this screen include:

e Search: Employee Name, Case Number, Alien, Social Security,
Driver’s License, 1-94 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 Home Coses Clients Reports  Resources v

Case Alerts - Cases with New Updates

@ Employer Agent User v

The ‘Cases with New Updates’ Case Alert is a quick link to all cases that have had a change
in case result.

Al interim cases must receive a final result and be closed. This Case Alertis 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
A quick link to each case by clicking on the case number

Option to view up to 100 cases per page
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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.

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, Social Security,
Driver’s License, 1-94 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 Home

Case Alerts - Work Authorization Docs Expiring

Cases  Clients Reports  Resources Vv @ Employer Agent User v

The ‘Work Authorization Docs Expiring’ Case Alert s 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 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 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
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Case Alerts — Cases With Expiring Autorization Docs

The Cases With Expiring Authorization Docs case alerts is a
notification that an employee's Employment Authorization
Document (Form I-766) or Arrival/Departure Record (Form I-
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 I-766) or an
Arrival/Departure Record (Form 1-94).

Features of this screen include:




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

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

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

Option to view up to 50 cases per page.

You can also click Create New Case from this screen.

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:

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

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

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

Option to view up to 50 cases per page

You can also click Create New Case from this screen.
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Congratulations! You hava completzd Lesson 4 of the Ganeral User Tutarial for E-Vesify Emplayer Agents of
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Recognize final case results
Complete the verification process
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Summary

Congratulations! You have completed Lesson 4 of the General
User 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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General User Account Administration
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Lesson 5: General User Account
Administrator

e General User Account
Administration

e QOverview of User Roles

e C(Create a Password

e Navigation Menu
e Manage Clients

e Manage Company
e Reports

General User Account Administration

\Welcome to Lesson § of the General User Tutarial for E-Verity Employer Agents of Fedaral Contractars. In this
lessan. you will leam about the E-Verlly togics listed below:

Cuenizw 2

Creare a Password
Navigation Menu
Manage My Chents

Reports
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General User Account Administration

Welcome to Lesson 5 of the General User
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 Clients
Reports




Learning Objectives
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eate 3 password
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Use your lsft navigation

Manage the information in My Ciisnts’

Learning Objectives

Upon completing this lesson, you should be
able to:

e Understand the role of general users in
support of your company's users

e Recognize requirements to create a
password

e Use your navigation menu

e Manage the information in My Clients
and My Company

Owverview of User Roles

Overview of User Roles

A user role determines the functions and
permissions you have when you log into E-

S Verify. There are 2 user roles:
e General User
e Program Administrator
ﬁ_ m Exit Lirisah Lenscn 3 Fage b i 24
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General User

Az 3 Ganeral Usar, itz importan

“Your Brogram Administ 2n log farify duz 1o 3 passwerd ssue

“Your Brogram Administ ogram AdminisTators and can dekete User accounts when nesdsd.

Orly Program Administraters can ups any profile information.

NOTE: If you d not know who your Brogram Administranor i, contact E-\erify Customer Suppert at 388-484-4212
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General User

As a general user, it is important to know the
following:

e Your program administrator can assist
you if you have been locked-out of E-
Verify due to a password issue.

e (Cases created by you can also be
managed by your program
administrator.

e Your program administrator can add
new users to be general users or




program administrators and can delete
user accounts when needed.
e  Only program administrators can update
your company profile information.
NOTE: If you do not know who your program
administrator is, contact E-Verify Customer
Support at 888-464-4218.

E Vierify . o 5

Create a Possword
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General User - 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! @ S% * ()?:;{}+-~

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 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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General User — 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.




Password Help
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General User — Password Help
e Ifyoutryto 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.

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.




General User 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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Navigation Menu
The links above the welcome banner include:

You should become familiar with the finks found on your user home page. Outlined below is additional information about

each link:

Link Name Function
— Link Function

:J c . — Home Employer Agent Home
- Page

Viow Coses e ——— Cases e Search

My Cliens e (Create New Cases
AdiMew Client | A it for ichyo el e mansgeceses n ¥y Clients e Search

Viewisieg ; e Terminate Cases

e Add New Company
Reports e  Run Quick Audit
Report

My Profile

Edit Profile

e R Resources | ¢ View Essential
oo A crange e ssuriyqustons sty whth s st Resources
— e Take Tutorial
e View User Manual

View Reparts ‘ Provides options to creete regorts.

e E-Verify News

e (Contact Us
Account e Company Account
Options e User Account

e LogOut

Continuzd on the next sareen

Sttt T
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E-Verify Employer Agent General User - Navigation Menu (continued)

Outlined below iz additional information 2bout each link: —
[
0
Link Name Function
[
My Resources

Wiew Essential Resources | Provides impartant information nd rascurces, including:

E Werify Posters
Menusls and Guides

Further Action Natices
Farm I-9 Resources

Memarandums of Undsrstanding IMOUs)
Other Resources

Take Tutorial Tekes you to thisuser tutorial
View Usar Manual Accessas the E-Varity User Manual
Contact Us Provides important contzct infarmation.

NOTE: You should log out of E-Veriy after every use. To log out simply click "Log Qut’ from your user home pags.
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Navigation Menu — Case Alert Boxes

Case alerts boxes are located below the

welcome banner:

Link

Function

Case Alert

The case alert boxes
bring attention to
cases that need
action or provide
important
information
regarding your cases.

Cases to be
Closes

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.

Cases with
Updates

All open cases that
have had a change in
case result.

All cases must 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.
This is notification
your case was
closed. Be sure to
record the case
information as
required on Form I-9
or print the case
details page.

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 e Create new E-Verify

New Case cases

Search e Search Cases
Cases

View e Access E-Verify
Resources Resources

Contact Us | e Contact E-Verify

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

EVerify F v (-] -

Manage My Clients

E-Verify Employer Agents - Manage Clients

As a general user for E-Verify employer
agents, you manage important information
about your clients from the navigation menu
option Clients.

(=] e 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.
E Verify ’ 8 Manage Clients — Add New Client

My Clients - Add Mew 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

e DUNS number
e Number of employees
e NAICS code




e (Click Save & Continue.

An email is sent to the MOU signing
authority that you 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.

E Verify v o 7
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 |nstructions on how to navigate each
function is detailed in the E-Verify User
Manual for E-Verify Employer Agents
located in View Essential Resources.




Delete - covered under ‘Manage Client —
Add New Client’

L IFRI--! m (o Lownan Lowncsn 5 Page 1) of IE
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Reports On the home page, above the welcome ® - 5
o e s e s el the g et e £y e U banner, Click Reports. .
E-Verify Employer Agents’ found in View Esssntial Resources - - -
Select the report you want to create from

=l - D

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.

Run Reports

(e Al Bt

e o B o e S



https://www.e-verify.gov/e-verify-user-manual
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Summary

Congratulations! You have complesed Leszon S of the Genaral User Tutorial for E-Verify Employer Agents of
Federal Contracrors. You should now be able to:

dentfy the rols of Frogram Administratar in suppart of Genersl Ussrs

& raquiramants to create a

ur left navigaticn menu

Compse oo R T tesna et

Congratulations! You have completed Lesson
5 of the General User Tutorial for E-

Verify Employer Agents. You should now be
able to:

e Understand the role of general user in
support of your company'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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