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Enroll Company

Steps:

Access E-Verify Enroliment Website
Read and Agree to Terms to Access the E-Verify Website

Review Enrollment Checklist and Collect Needed Information
(offline)

Determine Access Method (choose company type)

Select Organization Designation and Applicable Federal Contractor
Category

Sign MOU

Enter Company Information
Register Users

Review and Certify Information
Print MOU
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Privacy Statement

E-Verify Employment Eligibility Verification

I e ————————

OMB Control Mo. 1615-0092
Expiration Date 08/31/2016

! WARMNING - You are aboutto access a Department of Homeland Security computer system. This computer system
and data therein are property of the .3, Government and provided for official U5, Government information and use.
There is no expectation of privacy when you use this computer system. The use of a password or any other security
measure does not establish an expectation of privacy. By using this system, you consent to the terms set forth in this
notice. You may not process classified national security information on this computer system. Access to this system is
restricted to authorized users only. Unauthorized access, use, or modification of this system or of data contained herein,
ar in transit tofrom this system, may constitute a violation of section 1030 of title 18 of the U3, Code and other criminal
laws. Anyone who accesses a Federal computer system without authorization or exceeds access autharity, or obtains,
alters, damages, destroys, or discloses information, or prevents authorized use of information an the computer system,
may be subjectto penalties, fines orimprisonment. This computer system and any related equipment is subject to
monitaring for administrative oversight, law enforcement, criminal investigative purposes, inguiries into alleged
wrongdoing or misuse, and to ensure proper perfarmance of applicable security features and procedures. DHS may
canduct monitoring activities withaout further notice.

By clicking I agree” below or by using this system, you consent to the terms set forth in this notice.

LI | agree
Faperwork Reduction Act

I
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Paperwork Reduction Act

An agency may net conduct or sponsor informatien collection, and a person is not reguired o respond to a collection of
information, unlezs it dizplays a valid Office of Management and Budget (OMB} centrel number. The public reporting burden for this
information collection iz estimated as follows: New Enrollment Activities at 136 minutes per response; Yearly Training to learn of
changes to the process at 80 minutes per rezponge; CQueries into the system at 8 minutes per rezponge. Send comments
regarding this burden estimate or any other aspect of this information collection, including suggestions for reducing thiz burden, to
U.5. Citizenship and Immigration Services, Regulatory Coerdination Divigion, Office of Policy and Strategy, 20 Massachugetts
Avenue NW, Washingten, DC 20529-2020. Do not mail your application to this address.

[E3] Close Window

| LL.5. Department of Homeland Security  1.5. Citizenship and Immigration Services Accessibility Download Viewers
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Review Enrollment Chec
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E—Verifyl Employment Eligibility Verification

E-Verify Enroliment: Checklist

the enrollment process. You must complete the enrollment process in a single website session, so be sure you have time to
complete the process since you will not be able to save your progress and return at a later time to complete.

Enrollment to leamn how to enroll and start using E-Verify.

Deciding to enroll in E-Verify is the first step toward supporting a legal workforce. E-Verify will guide you through the enroliment
process by asking several questions. Use the checklist below to ensure you have all of the infarmation you will need to complete

For more information, visit the Getting Started section of the E-Verify website or consult our Quick Reference Guide for E-Verify

Need help? Click on any question mark icon Om get more information.

Before you enroll, you must decide:

Who will electronically sign the E-Verify memorandum of understanding (MOU) on behalf of your company?
Which hiring sites will participate in E-Verify?

If you are a federal contractor with the FAR E-Verify clause, which employees will you verify?

Which company location(s) will access E-Verify?

Who in your company will have access to E-Verify?

Wha in your company should be a program administrator? 2]

To enroll, you will need to know:

Contact information for your company's E-Verify memorandum of understanding (MOU) signatory (name. phone number,
fax number and e-mail address)

Company name

‘Doing business as’ name (optional) 0

Data Universal Numbering System (DUNS) number (optional) 0

The physical address of the location from which your company will access E-Verify (including county)

Company mailing address (if different from the physical address)

Employer identification number (also called a Federal Tax ID Mumber) 0

Total number of employees for all of your company's hiring sites that will participate in E-Verify (you'll choose from a
range of numbers)

Parent organization (optional) (2]

Administrator name (E-Verify corporate account) (opfional) 0

The first three digits of your company's primary North American Industry Classification System (NAICS) code (if you
don't know it, we'll help you find it when you enrall)

s The number of hiring sites that will participate in E-Verify in each state

For all registering users, you must provide:

s Name

« Phone Number

& Fax Number (optional)
o E-mail Address

Begin E-Verify Enrollment

e

U.5. Department of Homeland Security | U.S. Ci and Immigration Services

Accessibility Download Viewers
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E-Verify Enroliment: Start Here
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EVerify,

Employment Eligibility Verification

E-Verify Enrellment: Organization Designation
Lots of organizations, from large federal agencies to small local businesses, use E-Verify. Chaosing the right category for

your organization ensures that we provide you with the right information you need to use E-Verify.
Identify whether your organization is part of the federal government, state government, local government, or a federal
contractor with or without the FAR E-Verify clause. If your organization does not fall within any of these categories, select

‘MNone ofthese categories apply'.
You can change your organization designation at any time by updating your company profile in E-Verify.

Which category best describes your organization?

v :«-9

We're here to help! If you are unsure which cateqory to select, click on the help icon above or contact E-Verify Customer

Support at 888-464-4218 or E-Verifv@dhs.qov.
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Select Federal Contractor Categor

E-Veri _ Employment Eligibility Verification
J

E-Verify Enroliment: Federal Contractor Category

You selected that your organization is a federal contractor with the FAR E-Verify clause. Some types of federal contractors
have additional options for choosing which employees to verify. Choosing the right category for your organization ensures
that we provide you with the options that are applicable to you.

|dentify whether your arganization is covered by a federal contractor rule exception by selecting the appropriate category. If
your organization does not fall within any of these categories, select ‘None of these categories apply'.

Which federal contractor category best describes your organization?

v 5*0

‘We're here to help! If you are unsure which category to select, click on the help icon above or contact E-Verify Customer
Support at 888-464-4218 or E-Verifvi@dhs.gov.

. 5. Department of Homeland Security | U.5. Citizenship and Immigration Services

Employment Eligibility Verification
et

EVerify

E-Verify Enroliment: Federal Contractor Employee Verification

As afederal contractor with the FAR E-Verify clause, you have options regarding how your organization will use E-Verify.
Identify which employees you will verify.

Which employees will your company verify?

i v .*0

We're here to help! If you are unsure which category to select, click on the help icon above or contact E-Verify Customer
Support at 838-464-4218 or E-Verify@dhs.qov.

Cancel

ethUw
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Sign MOU

Exit

EVeri[y EmpfoymeanHgibiﬁr% Verification @

THE E-VERIFY
MEMORANDUM OF UNDERSTANDING
FOR EMPLOYERS

i

ARTICLE |
PURPOSE AND AUTHORITY

The parties to this agreement are the Department of Homeland Security (DHS)
and the (Employer). The purpose of this agreement is
to set forth terms and conditions which the Employer will follow while
participating in E-Verify.

E-Verify is a program that electronically confirms an employee’s eligibility to
work in the United States after completion of Form -9, Employment Eligibility
Verification (Form [-8). This Memorandum of Understanding (MOU) explains
certain features of the E-Verify program and describes specific responsibilities of
the Employer, the Social Security Administration (SSA), and DHS.

Printer Friendly Version
@ | agree that | have read and agree with the terms and conditions of the MOU, and am authorized
by my company to act on its behalf with respect to the E-Verify program. | understand that | must
complete the electronic registration in order for the MOU to take effect.

IMPORTANT: The MOU sets forth my company’s responsibilities under the E-Verify program. Failure
to comply with the MOU may lead to legal liability for my company under federal and state law,
including the payment of back pay, civil monetary penalties, and other damages under Title VIl of the
Civil Rights Act of 1964 and the anti-discrimination provision of the Immigration and Nationality Act.
You should print the MOU, and share it with your Human Resources Manager, legal counsel, and
other appropriate staff

© | do not agree to the terms and conditions of the MOU

u

.S. Citizenship and Immigration Services

Accessibility Download Viewers

Newg U.S. Citizenship
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Enter Company Informa oU
Signatory e

Employment Eligibility Verification

EVerify,

MOU Signatory

Please enter point of contact information for the person who has signature authority and whose name will appear on the Memorandum of Understanding. This person may also

become an E-Verify User by selecting “yes” to the question below.

Last Name: *
First Name: ¥
M.L.:

Phone Number: ( ) - ext. *
Fax Number: ( ) i

E-mail Address: *
Confirm E-mail Address: *

Does this person need Program Administrator access to E-Verify? YESE (2]

| T T P Y|
L. 5. Department of Homeland Security | U.S. Citizenship and Immigration Services Accessibility Download Viewers
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Enter Company Information .~

E—Vel'i 7 Employment Eligibility Verification
bl

Company Information

Company Name: \ *
Doing Business As (DBA) Name: @
DUNS Number: (2]

Physical Location (s i ro the masing sdrsss. This is the location whsre the verficstion queries wil b= performed )

Address 1: e
Address 2:

City: *

State: =+

Zip Code: *

County / Parish: E*

Mailing Address pruds i sfeent fom physicsl ocation )

Address 1: .

Address 2:

City:

State: E

Zip Code:

Additional Information

Employer Identification Number: * @
(also known as Federal Tax ID Number)

Total Number of Employees: ;

(including full-time, pari-time, and seasonal B*
employees of the site(s) being verified for)

Parent Organization: o
Administrator: | 0 [ Search
How did you hear about E-Verify? ) E[ (2]

Other Marketing Channel:

u

-5. Citizenship and Immigration Services Accessibility Download Viewers
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Enter NAICS Code

Employment Eligibility Verification

EVerify

y F ,IFyou know your company'’s 3-digit North American Industry Classification System (NAICS) code, please enter it and click "Accept NAICS Code and Continue’.

: If you do not know your NAICS code, you must generate a NAICS code that is 3-digits. To generate a 3-digit NAICS code, click on ‘Generate NAICS Code’. You must
select your Sector and Subsector from the drop-down lists provided. If there is not a code specific to your type of business, select the industry that best fits your
company’s type of work. Once the 3-digit NAICS code is generated, click ‘Accept NAICS Code and Confinue’ to continue with the Registration process.

NAICS Codes| |

[ Generate NAICS Code ][ Accept NAICS Code and Continue |

.5, Department of Homeland Security | 1.5, Citizenship and Immigration Services Accessibilty Download Viewers

Enter NAICS Code - Sector
Sectorn:

[ Continue NAICS Code ] [ Cancel ]

v

E-Verify Employment Eligibility Verification

Exit

i &

.5. Department of Homeland Security | U.S. Citizenship and Immigration Services

Accessibility Download Viewers

E-Veril’y Employment Eligibility Verification

Enter NAICS Code - Subsector

NAICS Code:B1
Sector: EDUCATIONAL SERVICES (B1)

Subsector: |

[ Accept NAICS Code and Continue ][ Cancel ]

v‘*

ethUw

e I

Accessibility Download Viewers
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Us

ot

s

s =€, Employment Eligibility Verification B RO e
EVerify Sroomer Bty b key

] Will your company verify employees hired at a single location? If so, select “Next.”

If your company will verify employees hired at multiple locations, these are called "Hiring Sites.” Enter the number of hiring sites per state and then click "Next.”

State Number of Hiring Sites
[VIRGINIA v| | 1|
| § | |

| g | |

| Add Additional Hiring Sites |

Accessibility Download Viewers

.5, Department of Homeland Security | U.S. Citizenship and Immigration Services
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Register E-Verify Users

EVe

-l:y Employment Eligibility Verification

MOU Signatory (also an E-Verify User)

F Enter information for each E-Verify User. Each user added here will receive a user name and password through email. You may also add or delete users at any time after registration is complete. Users for the same company account must not register separately.

The person(s) entered here will automatically be Program Administrator{s) for the site registering for E-Verify. The Program Administrator has the ability to create user accounts, performs queries, view reports, update account information and unlock user accounts.

Last Name: Smith

First Name: John

M 1:

Fhone Number: (111) 191 - 1111 ext. 1111
Fax Number:

E-mail Address: john.smithi@anywhere.com

E-Verify Users

Last Hame:

First Name:

M.I: ]

Phone Number: 1l F

ext. |

Fax Number:

E-mail Address: |

Confirm E-mail Address: |

Last Name:

First Name:

Phone Number:

T

Fax Number:

E-mail Address:

Confirm E-mail Address: |

Last Name:

First Name:

M.L: ]

Fhone Number:

ext. |

Fax Number:

E-mail Address: |

Confirm E-mail Addrezs: |

e
& Dsparimant of Hoensisnd Ssourlly | U.& CHizenship snd imeigration Ssrvisss

R
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Review and Certify Information.. .

Company Information

Vel'ify Employment Eligibility Verification

Company Name: ABC Company View | Edit
Dioing Business As (DBA] Mame: I—I
DUNS MNumber:

Physical Location: Mailing Address:

Address 1: 111 Anywhere 5t. Address 1:

Address 2: Address Z:

City: Alsxandriz City:

Hate: VA Htate:

Zip Code: e | Zip Code:

County: ALEXANDRIA CITY

Additional Information:

Employer |dentification Number: 123456785
Total Number of Employees: 1tod
Parent Organization:

Administrator:

How did you hear about E-Verify?

Other Marketing Channel:

Organization Designation:

Employer Category: Maone of thezs categorizs zpphy

NAIC § Code: 517 - TELECOMMUNICATIONS View / Edit
Hiring Sites: View / Edit
VIRGIMIA 1

E-Verify Users: View / Edit
Last Name First HameM.l. Phone E-mail

Smith John {111y 111 - 1111 ext. 1111 john. smith@anywhere. com MOU Signatony

| certify that the information provided for this registration is comsct. | am aware
that Federal lsw provides for imprisonment andlor fines for knowing false
statemants or other fraudulent conduct in connection with this registration. | am
aware that providing any false information may be grounds for terminating
participation in E-Verify.

.| agres

Register Employer

e s e ——
U. 4. Depariment of Homeland $eourily | U.3. Clilzenship and In Earvioes
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Print MOU

= STNT o . Exit fﬁ;_“":\“ o 5
E-Verlfy Employment Eligibility Verification N AN ﬁsﬁ\

L

1%

i 5 % |
I — t%t:'li‘:::y I.?\ iI‘:

E-Verify Enrollment: You’re Finished

You have enrolled your company in E-Verify. Your E-Verify program administratars will receive their user IDs and passwards by e-mail.

Most people receive our confirmation e-mail within a few minutes. You should check your e-mail inbox as well as your spam or junk mail folders because sometimes our e-mails are mistakenly
marked as spam.

[fthe e-mail is not received within 48 hours, call E-Verify Customer Support at 888-464-4218 for assistance. Do not enroll your company again in E-Verify. If you attempt to re-enroll, your
enroliment may be delayed.

Befare you go, click on View Memaorandum of Understanding’ and print a copy of the memaorandum of understanding (MOU) you electronically signed. Be sure to share it with your human
resources manager, legal counsel and other appropriate staff.

If you have trouble viewing your MOLU make sure you have disabled any pop-up blockers and are using the latest version of your Portable Document Format (PDF) viewer software.

Thanks for signing up. Your paricipation is vital in ensuring a legal .S, workforce. If you ever have any questions, we're here to help—just give us a call at 388-464-4218 or e-mail us at

E-Verify@dhs. gov.

| View Memarandum of Understanding

U.5. Department of Homeland Security | U.5. Citizenship and Immigration Services Accessibility Download Viewers
ethUw
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Complete Tutorial

Steps:

= Log into E-Verify

= Receive Required Tutorial Notification
= Complete Tutorial

= Pass Knowledge Test

A £, ... .
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Access E-Verify Website

EVerify

ot SEr &,
; 2
NS

=
il

Sex
B/

AN

Employment Eligibility Verification

OMB Control MNo_ 1615-0092
Expiration Date 08/31/2016

WARNING - You are about to access a Depariment of Homeland Security computer system. This computer
system and data therein are property of the U.S. Government and provided for official U.S. Government
information and use. There is no expectation of privacy when you use this computer system. The use of a
password or any other security measure does not establish an expectation of privacy. By using this system, you
consent to the terms set forth in this notice. You may not process classified national security information on this
computer system. Access to this sysiem is restricted to authorized users only. Unauthorized access, use, or
madification of this system or of data contained herein, or in transit to/from this system, may constitute a
violation of section 1030 of title 18 of the U.5. Code and other criminal laws. Anyone who accesses a Federal
computer system without authorization or exceeds access authority, or obtains, alters, damages, destroys. or
discloses information, or prevents authorized use of information on the computer system, may be subject to
penalties, fines or imprisonment. This computer system and any related equipment is subject to monitoring for
administrative oversight, law enforcement, criminal investigative purposes, inquiries into alleged wrongdoing or
misuse, and to ensure proper performance of applicable security features and procedures. DHS may conduct
monitoring activities without further nofice.

By clicking "l agree" below or by using this system, you consent to the terms set forth in this notice.

[Jlagree Paperwork Reduction Act

U.5. Department of Homeland Security - www .dhg.gov  U.S. Citizenship and Immigration Services - www.uscis.gov Accessibility Downlead Viewers

U.S. Citizenship
and Immigration

Services
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E-Verify Log-in Screen

Verif
E-Verify.
Employment Eligibility Verification

E-Verify Information

‘1]
Enrall -

LogIn

* User|D;

Forgot your User D7

+ Password:

Forgot your password?

U.S. Department of Homeland Security - www.dhz.gov U5, Citizenzhip and Immigration Services - www.Uscis.goy

PN L

i \ T '
@ TN
f 2 z
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Tutorial Required

EVerify

Employment Eligibility Verification

Tutorial Required

|  Welcome back! We've made some changes
©  to E-Venfy. You will need to complete a new
tutonal before you may continue.

Take Tutorial 1

U.S. Citizenship
and Immigration
Services

21




Tutorial Completion Screen

EVerify

Employment Eligibility Verification | LI |

Conclusion

Exit Tutorial Log Out

now complete and pass the Knowledge Test

prompted to review the lessons and retake the Knowledge Test
Good luck!
Lesson 1: Introduction

+ Background and Overview
Privacy Statement and Guidelines
Rules and Respensibilities

Civil Rights and Civil Liberies
Form -9 and E-Verify

+ Verification Process Querview

Lesson 2: Initial Verification

+ E-VerifyHome Page

+ Enter Form -9 Information

+ Initial Verification Results

Lesson 3: Interim Case Results

+ Interim Case Results

35A and DHS Tentative Monconfirmation
Review and Update Employee Data
DHS Verification in Process

S5A/DHS Case in Continuance

Lesson 4: Complete the Verification Process

+ Final Case Results
+ Close Case
+ Case Alers

Lesson 5: Program Administrator Account Administration

+ Overview of User Roles
Create a Password
Mavigation Menu
Manage My Company
Reports

Knowledge Test

U:S. Depariment of Homeiand Securhy - 078007 LS. Ctzensni and Immigration Senioss - inir Uscls gov

Congratulations! You have completed all of the lessons in the E-Verify Program Administrator Tutorial for Employers. You must

After you successfully complete the Knowledge Test, you can begin using E-Verify. If you do not score 70% or above, you will be

Acoesshillly Downlosd Viewsrs

9. U.S. Citizenship

and Immigration

1Ty a0
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Knowledge Test Completed - .

Y Congratulations! ¥k

[User ID], your score is [##]%
Today is [Current Month Day, Year]

[User ID], you successfully completed this tutorial and passed the E-Verify Knowledge Test.

Use your browser's print capability to obtain a copy of this page for your records.

To use E-Verify, click 'Exit Tutorial.’

E-Verify

REMINDER: “fou must visit "View Essential Resources’ to read the E-Venfy UserManusl, and you must print and clearly
display the English and Spanish versions of the "Motice of E-Verfy Participation” and "Right to Work® posters.

Ne¥r, U.S. Citizenship
@: and Immigration
oy Services 23



Create Case

Steps:

= Log into E-Verify

= Select Create New Case

= Select and Enter Form 1-9 Information

= Submit Case to E-Verify

» Check Case Information (Pre-TNC Check)

PART, 75 ., . .
;ﬁg% U.S. Citizenship
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Access E-Verify Website

EVerify

Employment Eligibility Verification

OMB Control No. 1615-0092
Expiration Date 08/31/2016

WARNING - You are about to access a Depariment of Homeland Security computer system. This computer
system and data therein are property of the U.S. Government and provided for official U.S. Government
information and use. There is no expectation of privacy when you use this computer system. The use of a
password or any other security measure does not establish an expectation of privacy. By using this system, you
consent to the terms set forth in this notice. You may not process classified national security information on this
computer system. Access fo this system is restricted to authorized users only. Unauthorized access, use, or
modification of this system or of data contained herein, or in fransit to/from this system, may constitute a
violation of section 1030 of title 18 of the U.S. Code and other criminal laws. Anyone who accesses a Federal
computer system without authorization or exceeds access authority. or obtains, alters, damages, destroys, or
discloses information, or prevents authorized use of information on the computer system, may be subject to
penalties, fines or imprisonment. This computer system and any related equipment is subject to monitoring for
administrative oversight, law enforcement, criminal investigative purposes, inquiries into alleged wrongdoing or
misuse, and o ensure proper performance of applicable security features and procedures. DHS may conduct
monitoring activities without further notice.

By clicking "l agree" below or by using this system, you consent to the terms set forth in this notice.

[ 1agree | Paperwork Reduction Act
Continue
U.5. Department of Homeland Security - www.dhs.gov  U.5. Citizenship and Immigration Services - www.Uscis.gov Accessibiity Downlead Viewers
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E-Verify Log-in Screen

VeriF
EVerify
Employment Eligibility Verification

E-verify Information

il
Enrall -

Login

* User ID;

Fargot your User ID7?

* Password:

U.5. Department of Homeland Security - www dhe gov

Forgot your password?

w7

U.5. Citizenzhip and Immigration Services - www ugciz.gov

Accessibility Download Viewers

U.S. Citizenship
and Immigration
Services
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E-Verify Home Screen

Click amy 463 for help
Home

My Cases

Create Case
View Cages

Search Casas

Ky Profilke
Edit Prafils
Change Passward

Chiange Sacurily Quastions

Edit Campany Prafile
Add Mew Liser
Viaw Existing Lisers

Cloge Company Account

View Repons

My Resources
Viaw Essantial Resources
Take Tutonal

Wi Ligar Manual

Share Ideas

Contact Lis

E Verify

Employment Eligibility Verification

Welcome to E-Verify
7

‘ E\pﬂ“i

Verify Employee & B

Need Help?

Click any ﬂ jcan for more informalion or contact
us at BEA-464-4218 or E-Venty@dhs. gov

il
¥ielcame Lisés 1D Ll Lagen
John Smith USER1234 0950 AM - 05192014 Log Oul
E-Verify News flaw Al =

Reminder: E-Verify Posters Display is a
Requirement

Al paricipants of E-Verify are required to cleary display
fhe . read mars =

1.5, Passpont and Passpon Card Technical
lssue i

On March 18 and 20th, 2074 E-Verify experienced
some technical . read more =

Completing Form 1-9 for Remote Hires
Employars may designate an authonzed
fo il out . read more =

reprasentative

Sharing E-Verily Feedback Just Got
Eazier! 1l

Case Alerts: You Must Take Action!

Open Cases p

to be Closed'ﬂ?‘

Cases with

New Updates%

1 Reverification 3
Required ﬁ.

1.5 Depariment of Homeland Secenty - www dhs.gov U5 Chzenship and immigrabon Services - www 280 gov Accessibiy  Downigad Viewers
;ﬁ%"g U.S. Citizenship
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Case Selection

Employes Hame Case Verification Humber
verw Emplﬂb"ﬂe <Employes Mame=  <Verificalion Mumber=

Select the appropriate statement and click Continue.

® Mew Cass

2 Reverification Case @

Continue

&5 View/Print Case Details

-ﬁgvhkr,y {'%
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- A J, v ‘j'
Select Citizenship Status oy WY
Click any @ for help
o Verify Employee
e Enter Form I-9 Information Verification Results Close Case

ART,
ot

ot Ug

-

Wiew Cases

Search Cases

Edit Profile
Change Password

Change Security Questions

My Company

Edit Company Profile
Add New User

View Existing Users
Close Company Account
My Reports

View Reports

My Resources

View Essential Resources
Take Tutorial

Wiew User Manual

Share ldeas

Contact Us

U.5. Department of Homeland Security - www.dhs.gov

What citizenship status did the employee choose in Section 1 of Form 1-9? (2]

Select one, then click Continue.

® A citizen of the United States
A noncitizen national of the United States
A lawful permanent resident
An alien authorized to work

U.5. Citizenship and Immigration Services - www.USCiz.gov Accessibiity Download Viewers

{AND SEC

e,

s

<
£y Ty a0

Services
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s S
Select Document Type 25 < S
Click any @ for help
fome Verify Employee
Create Case
Enter Form |-8 Information Verification Results Close Case

View Cases

Search Cases
What documents did the employee present for Section 2 of Form |-97 (7]
Select one, then click Continue.

Edit Profile

Change Passwaord )
* List B and C Documents

Ch 3 ity Cluesti
PR T U.S. Passport or Passport Card

My Company
Edit Company Profile
Add Mew User

Back

View Existing Users
Cloze Company Account
My Reports

View Reports

My Resources

View Essential Resources
Take Tutorial

View User Manual

Share |deas

Contact Us

U.5. Department of Homeland Security - www . dhs.gov U5 Citizenship and Immigration Services - www . uscis. gov

Accessibiity Download Viewers

ARTA7, iy .
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Select List B and List C DG

(if “List B and C documents” selection is made)

»
#

Click any @ for help
Home

Create Case

View Cases

Search Cases
CET
Edit Profile

Change Password
Change Security Questions
Edit Company Profile

Add Mew User

View Existing Users

Close Company Account

My Reports
View Reports

My Resources

View Essential Resources
Take Tutarial

View User Manual

Share ldeas

Contact Us

Verify Employee

Enter Form -9 Information Verification Results Close Case

What List B and C documents did the employee present for Section 2 of Form |-82 (7]
Select one from each column, then click Continue.

List B Documents List C Documents

® Driver's license or ID card issued by a Us@® ® Social Security Card

state or outlying possession Certfication of Birth Abroad (F cs
ID card issued by a U.S. federal, state or (2] ertification of Birt road (Form FS-

local government agency 545)_ o .
Certification of Report of Birth (Form DS-
School ID card
1350)
Voter registration card U.5. birth certificate (original or certified
copy)

U.S. military card or draft record Mative American tribal document

U.S. Citizen ID Card (Form I-197)

ID Card for Use of Resident Citizen in the
Native American tribal document (7} United States (Form I-179)
Employment authorization document
issued by the U.S. Department of
Homeland Security

Military dependent's ID card
U.S. Coast Guard Merchant Mariner Card

Driver's license issued by a Canadian
government authority

School record or report card (under age
18)

Clinic, doctor or hospital record (under age
18)

Day-care or nursery school record (under
age 18)

Minor under age 18 without a List B
document

Special Placement

2]

U.S. Citizenship
and Immigration
Services
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(if Driver’s License Is selected from List B)

Select List B Document Fa

Click any @ for help

Home Verify Employee

My Cases

Create Case

Enter Form I|-9 Information Verification Results Close Case

Yiew Cases

Search Caszes
Select the document name and state, then click Continue. ¥ - required

Edit Profile

# Document Name
Change Password a

& Driver's license
D card

Change Security Questions

My Company
Edit Company Profile

Add Mew User

* Document State 9

Mississippi v
View Existing Users

Close Company Account

View Reports

My Resources

View Essential Resources
Take Tutarial

View User Manual

Share Ideas

Contact Us

U.5. Department of Hemeland Security - www.dhz.govy  U.S. Citizenship and Immigration Services - www . Uscis. gov Acceszsibility Download Viewers
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Enter Form 1-9 Informatic
(if Driver’s License Is selected)

Click any @ for help

Home

Create Case

Verify Employee

View Cases

Search Cases

Edit Profile % Last Hame 9
Change Password (
Change Security Questions

My Company

Edit Company Profile
Add Mew User

# Date of Birth
Month +| Day v |Year v

\iew Existing Users
Citizenship Status

ERsslonomiecony A citizen of the United States

My Reporis

Document Type

Driver's license or ID card
issued by a U.S. state or
outlying possessian

View Reports

My Resources

View Essential Resources
Take Tutorial

T e * Document Number @)
Share ldeas

Contact Us

* Hire Date @
Month »| Day v |Year v

Enter Form I-9 Information

m Enter the employee’s Form I-9 information, then click Continue. # - required

Verification Results Close Case

Click any @ for help

* First Name Middle Initial | Other Names Used @

* social Security Number Email Address @

Document Name
Driver's license

Document State

Mississippi

# Document Expiration Date e
Month | Day v Year v

| This document has no expiration date

Employer Case ID @

U.S. Citizenship
and Immigration
Services

33



Check Case Information (Pre-T

Click any @) for help

Home - Employss Name  Casa Varfioation Numbst
Verify Employee  to.ite:i  2014157095043KH & ViewFrint Case Detsils

Create Case
View Cases Enter Form -9 Information - Verification Results - Close Case
r o

Szarch Cazes

—— /&, Check Information @

Changs Fassword The infermation below MUST match the employee’s Form 13. Check that the following information is correct:
Changs Sscurity Questions + LastName « FirstName « Widdle Initial

G
e Other Names Used  DateofBith « Social Security Number

Edit Company Profile
If this information is:

dd New Ussr
Vigw Existing Ussrs ¥ Correct, click Continue.
GClose Gompany Acocount } NOT correct, update the appropriate fisld(s) and click Continue. @
If the information entered is not correct and cannet be updated, click Close Case.
View Reports

If you created this case in error or no longer need to continue this verification, click Close Case. (7]

View Ezsential Resources

Take Tutariz| # Last Name @ # First Name Middle Initial

View User Manual Test Test

Share |deas

Contact Us Other Names Used @ # Date of Birth # Social Security Number
Jan Y| 01 ¥ 123 |-112 |- 3123
1930 ¥

Citizenship Status
Acitizen of the United States

Decument Type Document Name Dizcument State
Diriver's license or ID card Driver's license Mississippi
issued by a ll.5. state or

outlying possession

Decument Number Document Expiration Date
123456789 January 01, 2015

Hire Date Employer Case ID

June 06, 2014

Submitted By Submitted On
MRODT7562 June 06, 2014

PART; 5 ., . .
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Recelve Results —
Verification In Process

Steps:

= Receive Verification in Process Response (if applicable)
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= Employee Name Case Verification Number
Verify Employee o7 /iiN  20132881105150Y & ViewPrint Case Details

> Enter Form I-8 Information ? z Verification Results : Close Case p

Employment Eligibility:

/ DHS Verification in Process

E-Verify needs additional time to verify the employment eligibility of this employee. This case has been
referred to DHS for further verification. No action is necessary at this point

E-Verify will alert you to an update through the case status alert feature on the E-Verify home page. Be
sure to log in to E-Verify periodically — you'll need to close the case once it is updated with a final

status.

Last Name

Smith

Date of Birth
April 26, 1987

Citizenship Status
A lawful permanent resident

Document Type

Arrival/Departure Record (Form
1-94) with temporary 1-551
stamp or refugee admission
stamp (receipt)

Hire Date
October 13, 2013

Submitted By
MRODT562

First Name Middle Initial | Other Names Used
John N .

Social Security Number Email Address
wEEK KK 0007 oy

Alien Number

999999901

Document Expiration Date

October 20, 2013

Employer Case ID

Submitted On
October 15, 2013

_ E-Verify Home ‘ l New Case 1

U.S. Citizenship
and Immigration

Services
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Photo Matching

Steps:

= Compare Employee Photo on Screen to Document Photo

* Indicate if the Photos Match

» Receive Results — Employment Authorized (if matched) (see slides
39-40)

= Receive Results — DHS Tentative Nonconfirmation (if not
matched) (see slides 45-49)

U.S. Citizenshi

=Ly
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';i‘“

e Services 37



Photo Matching

Click any @ for help
Home
My Cases

Create Case

May occur if any of
the following
documents are
presented:

View Cases

Search Cases

Edit Profile
Change Passward

Change Security Questions

My Company
Edit Company Profile

Add Mew User

o U.S. Passport
e Form I-551
e Form I-766

Wiew Existing Users

Close Company Account

My Reports
View Reports

My Resources

View Essential Resources
Take Tutarial

View User Manual

Share ldeas

ContactUs

U.S. Department of Hemeland Security - www.dhs.gov

Case Verification Number

2011325161916CS

Enter Form I-9 Information Verification Results

Photo Matching

Does the photo below match the photo on the Permanent Resident Card or Alien Registration Receipt Card
(Form 1-351) provided by the employee? Select yes or no and click Continue. (2]

Employee Hame

Verify Employee  ["2]

& View/Print Case Details

Close Case

NOTE: If ‘No Photo on this Document' appears below, select yes and click Continue. (2]

% Click to Enlarge
Yes

Mo

U.S. Citizenship and Immigraticn Services - www.uscis.gov Accessibiity Downlead Viewers

U.S. Citizenship
and Immigration
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Recelve Results — EA

Steps:
= Receive Employment Authorized (EA) Response
= Close Case (see slides 57-61)

ART, e o
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Employment Authorized

Click any @ for help
Home

Create Case

Wiew Cases

Search Cases
T
Edit Profile

Change Passward
Change Security Questions
Edit Company Profile

Add New User

View Existing Users

Close Company Account

My Reports

iew Reports

My Resources

fiew Essential Resaurces

Take Tutorial

Case Verification Number

2013241125708EF

Employee Name
Test, Test

Verify Employee

& View/Print Case Details

> Enter Form |-9 Infnrmatini% Verification Results ? Z Close Case

Employment Eligibility:
@ Employment Authorized

Test Test is authorized to work in the United States. To cc-mplete the verification Process,
click Close Case @

Last Name First Name Middle Initial Other Names Used
Test Test -
Date of Birth Social Security Number Email Address

January 23, 1991 w0006

Citizenship Status
A citizen of the United States

Hire Date Employer Case ID
View User Manual August 28, 2013
share [deas Submitted By Submitted On
E =iy AJON5022 August 29, 2013
PARTY s .
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Recelve Results —
SSA Tentative Nonconfirmation

o p— b

Steps:

?ARTM@ ., . .
s'i/g?% U.S. Citizenship
d w* and Immigration
e Services

Receive SSA Tentative Nonconfirmation (TNC) Response
Review, Print, and Sign Further Action Notice

Indicate if Employee Chooses to Contest SSA TNC
Employee Contacts SSA and Resolves TNC (offline)

Receive Results — Employment Authorized (if resolved) (see slides
39-40)

Receive Results — SSA Final Nonconfirmation (if unresolved) (see
slides 50-52)

41



Employee liame Case Verification Number
George, Washington  2013224163636XA & View/Print Case Details

> Enter Form I-9 Information% : Verification Results  Close Case

Employment Eligibility:

Verify Employee

SSA Tentative Nonconfirmation (TNC) @

The name and/or date of birth entered for this employee did not match SSA records

This does NOT necessarily mean that the employee is not authorized to work in the United States; however,
additional action is required.

Employers must allow the employee to contest a TNC and may not take adverse action against the employee
because of the TNC while the employee is contesting the TNC and the E-Verify case is pending

» To begin the TNC process click, Continue.

If you created this case in error or no longer need to continue this verification, click Close Case (7]

To return to this case at a later time, click Save Case and Exit 9

Close Case Save Case and Exit

ethUw

Newg U.S. Citizenship
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SSA Tentative Nonconfir
Case Referral Process

e rve ST L e Moo

ve"fy Employee Geome, Washington  2013224182238X4

LY

{ Enter Form I-2 Information . Verification Results

£

Employment Eligibility:

! SSA Tentative Nonconfirmation (TNC) @

THC Process

Review the S5A TNC Further Action Notice with the employee. Follow the steps listed below

o Print the S5A TNC Further Action Netice.

SSA TNC Further Action Notice @ cesse won tanguae to prin

English J BPMI Nutiuel

9 Review the S84 TNC Further Action Notice privately with the employee. Ensure that you and the
employee sign and date the SSA TNC Further Action Notice.

9 Indicate that the employee has been notified by selecting the check box bekow

Confirm Employee Notification

L | have notified this employee of the TNC

o If the employes
Chose to CONTEST the 55A TNC. ciick Refer Case

} Chose to NOT CONTEST the SSA TNC, ciick Close Case. ©

If you created this case in efror of no longer need to continue this verification, click Close Case. @

To return to this case at a later time, click Save Case and Exit. @

g\?hRTgw

Newg U.S. Citizenship
%@jz and Immigration
e Services 43

LaNp 5eC



SSA Tentative Nonconfir

SSA

Qg\?hRTAf 7
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Verify Em ployee Empiopes Name Cass Varncation Numbst

George, Washington ~ 2013224163838XA & View/Print Case Datails

Verification Results

5T
> Enter Form I-9 Information
A

W Employee Referred to SSA [English -]

2013 to contact SSA.
Check for Case Status Updates

case once it is updated with a final status.

To reprint the SSA TNC Further Action Notice, click Reprint Notice.

_Close Case

Referral Date Confirmation Choose which language to print

S

This employee has been referred to SSA on August 12, 2013. Select a language and print the Referral Date Confirmation.
Provide this to the employee who has contested this SSA TNC. Inform the employee that he or she has until August 22,

E-Verify wil update the employee’s case status by August 27, 2013. E-Verify will alert you of an update through the
case status alert feature on the E-Verify home page. Be sure to log in to E-Verify periodically — you'll need to close the

SSA TNC Furlher Action Noﬁce Choose which language to print

IEninsh v,

ﬁwmm

To return to the E-Verify home page, click E-Verify Home

To begin a new case, click New Case.

If you created this case in error or no longer need to continue this verification, click Close Case 0

E-Verify Home Close Case New Case

U.S. Citizenshi
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Recelve Results —
DHS Tentative Nonconfirmation

Steps:

Receive DHS Tentative Nonconfirmation (TNC) Response
Review, Print, and Sign Further Action Notice
Indicate if Employee Chooses to Contest DHS TNC

Attach and Submit Copy of Employee’s Photo Document (if photo
TNC)

Employee Contacts DHS and Resolves TNC (offline)

Receive Results — Employment Authorized (if resolved) (see slides
39-40)

Receive Results — DHS Final Nonconfirmation (if unresolved) (see
slide 53-56)

ART#‘ . .
U.‘fg%»o U.S. Citizenship
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Vel'ify EI'I‘I ployee Employee Name Case Verification Number

Lin, Su 2013224164428XC (& View/Print Case Details
> Enter Form 1-9 Information ! ? Verification Results
/ Z
. vl P

Employment Eligibility:

4/ DHS Tentative Nonconfirmation (TNC) @

The employee’s information did not match U.S. Department of Homeland Security (DHS) records

This does NOT necessarily mean that the employee is not authorized to work in the United States; however,
additional action is required.

Employers must allow the employee to contest a TNC and may not take adverse action against the employee
because of the TNC while the employee is contesting the TNC and the E-Verify case is pending.

P To begin the TNC process, click Continue.
If you created this case in error or no longer need to continue this verification, click Close Case. @

To return to this case at a later time, click Save Case and Exit. @

Close Case || save Case and Exit

U.S. Citizenship
and Immigration
Services 46




DHS Tentative Nonconfit
Case Referral Process

Enter Form I-8 Information

o

Employment Eligibility:

THC Process

o Frint the DHS TNGC Further Action Notice.

. Empioree Name Cate Verfioalion Number
Verify Employee Lin_ Su 20132241844280C

Verification Results

}' DHS Tentative Nonconfirmation (TNC) @

&) View/Print Case Details

Review the DHS TNC Further Action Notice with the employes. Follow the steps listed below.

Close Case

English

DHS5 TNC Further Action Notice @ Choosswhich languags to print

T

= . .
Print Notice

9 Review the DHS TNC Further Action Motice privatehy with the employee. Ensure that you and the
employes sign and date the DHE TNC Further Action Notice.

o Indicate that the employes has besn notified by selecting the check box below.

Confirm Employee Notification

1 | hawve notified this employes of the TNC.

o If the employes:

b Choss to CONTEST the DHS THC, click Refer Case.

To return to this cass at 3 later time, click Save Case and Exit. @

b Choss to MOT CONTEST the DHS THC, click Close Case. @

If you crested this case in emor or no longer nesd to continue this verification, oiick Close Case. @

Uys

ot

ﬁvhRT“fg ... .
‘ﬁﬁ&% U'S' Cltlze_nShIP Close Case | | Save Case and Exit |
@: and Immigration
,; o
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DHS Tentative Noncon
Photo Document Submission

(if Photo TNC)

ethUw

Newg U.S. Citizenship
%@): and Immigration
e Services

{AND SEC

e D e e Caee vt i Mernw
Verify Employee "7 2013224184428XC  =; View/Print Case Detsils

) Enter Form 19 Information Verification Results

L

Employment Eligibility:

I DHS Tentative Nonconfirmation (TNC) @

Refer Employee

You indicated that the employee chose to contest the DHS TNC. The next step is to submit a copy of the
employee’s photo document and refer the employee to DHS.

You may attach an electronic copy of the photo document on this page or send a paper copy to DHS via express
mail

Te submit 3 copy of the employee’s photo document, select one of the options below, follow the instructions, then
click Refer Case

When you chick Refer Case it starts the § Federal Govemment working days that the employee has to contact

DHS.

€ Attach and Submit Copy of Employee’s Photo Document

-

Make a digital copy of the employee’s photo document and save it to your computer. For example, you may
choose to scan o take a digital photo of the document

Use the Browse button to select the file. Files must be in the .GIF format and no larger than 1.5 MB
After the file is selected, click Refer Case

€ Mail Copy of Employee's Photo Document

Mail a copy of the employes’s photo document, along with a copy of the DHS TNC Further Action Notice via
express mail 1o the address below and k Refer Case

U.S. Department of Homeland Security - USCIS
10 Fountain Plaza, 3rd Fioor

Buffalo, NY 14202

Attn: Status Verification Unit — Photo Matching

IMPORTANT: Send only a copy, not the original document to DHS. You must use an express shipping carrier of
your choice at your own axpense. DHS will not pay for any shipping costs

If you created this case in eror or no longer need to continue this verification, click Close Case. 9

To return to this case at a later time, chck Save Case and Exit. @

i




DHS Tentative Nonconf
DHS

2 Empiopes Name Cass Verncation Number
Verify Employee [ "J 2013224164428XC & View/Print Case Details

> & :
/\:J Enter Form I-9 Information M }{ Close Case :
4 _ s 4

U.S. Citizenship

Referral Date Confirmation Choose which language to print
W’ Employee Referred to DHS [Engish 5] Wcmm

This employee has been referred to DHS on August 12, 2013. Select a language and print the Referral Date
Confirmation. Provide this to the employee who has contested this DHS TNC. Inform the employee that he or she
has until August 22, 2013 to contact DHS.

Check for Case Status Updates

E-Verify will update the employee's case status by August 27, 2013. E-Verify will alert you to an update through the
case status alert feature on the E-‘Jerify home page. Be sure to Iog into E-Verify periodically _— ‘,"OIJ'" needto close
the case once itis updated with a final status.

To reprint the DHS TNC Further Action Notice, click Reprint Notice.

DHS TNC Further Action Notice Choose which language to print

=7
|Eng|ish v| Unepmtnoﬁee

Ta return to the E-Verify home page, click E-Verify Home.
If you created this case in error of no longer need to continue this verification, click Close Case. @

To begin a new case, click New Case.

E-Verify Home Close Case New Case

and Immigration
Services
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_ 2 P
Receive Results — SSA Final Nonconfirmation

Steps:

» Receive SSA Final Nonconfirmation Response

= Review, Print, and Sign Final Nonconfirmation Notice
» Close Case (see slides 57, 62-64)
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