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[To Discuss: E-Verify ]

m What it 1s?
m How to Use?

= Understanding terms and conditions of
use

m Pros and Cons of Iits use
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[ EVerify Lio

= Internet based electronic employment
verification system

= Operated jointly between USCIS and
SSA

m Presently voluntary unless:
o Federal contractor; or
o State law required
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E-Verify Manual

= USCIS publication
= WWW.USCIS.goV

E-Verify

User Manual
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-Verify Home Page

EVerify,

Online Resources | Tutorial | Home | Contact Us | Exit

Employment Eligibility Verification

Case Administration
= Initial Verification

= Wiew Cases

Client Company
Administration

» Add Client Company

= Wiew Client Companies

User Administration
# Change Password
# Pwd Challenge Q&A

# Change Profile

Site Administration
= Add User

= Wiew Users

~ Maintain Company

Terminate DA
Participation

Reports

= Wiew Reports

Welcome to e,
E-Verify %, liifl &

For questions on E-Verify policy or procedures call 1-888-464-4218

Important Information for E-Verify Users
<~ 07/18/2008 - FAR BROADCAST MESSAGE JULYO0S

Reminder: Verification of New Hires Only

The propeosed federal regulation suggesting certain federal government
contractors verify all employees working on government contracts has
not been made final and is not in effect at this time.

U.S. Department of Homeland Security | W.5. Citizenship and Immigration Services
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< 04/23/2003 - How to

~ 04,/09/2008 - Extension

LT,J News
< 05/05/2003 - *MNEW™

DIRECTICNS ON WVISA
MUMBER DATA ENTRY
FOR E-WVERIFY
QUERIES

Find ¥Your Company ID

of Employment
Authorization for F-1
STEM Students

< Archive More >
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Overview of E-Verify Process

s Completing the I-9 (See Section 3.2.1)

. Submitting an Initial Query (3.2.2)

= Viewing the Results of an Initial Verification (3.2.3)
s Requesting Additional Verification from DHS (3.2.4)

= Notifying an Employee of a Tentative Nonconfirmation
Response (3.2.5)

s Referring the Employee to SSA (3.2.6)
s DHS Verification in Process (3.2.7)

s Photo Screening Tool (3.3)

s Resolving Cases in E-Verify (3.4)
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E-Verify Program Verification
Process

Figure 1: E-Verify Program VWerification Process
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[Simplified E-Verify Process ]

: "'::. fﬂ. -,-ﬁw.
CASE

g . I:.OSED

EMPLOYER. EWELONE (EMPLOYER EMPLOVER
..

¥
The employer uses information E-Verify displays a8 case result The employer closes the case
from the employee’s Form 19 to within & few seconds though once E-\erify displays a final
create a casa in E-Verify. SOMe Cases may require case result.
additional action.
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Anti-Discrimination Statement

| OMEB No. 1613-0047; Expires 063009
Deprentof Himelnd Sty Form I-9, Employment
US. Citzashipand Inmigation v Eligibility Verification
-

Read nsiuetons earefully before omplefing fhis fotn. ‘The instructions mast be available durng completion of his form,

ANTI-DISCRIMINATION NOTICE: Tts llegalto discriminate against work-authrized individuals, Employers CANNOT

cify which document(s) they will aczept from an employee, The vefusalto hire an individual because the documents have 2
ls‘rtnre epiration date may also constitute llegal dhcﬁrelinyaeﬂun.
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Section 1: Employee

— e ___________________________ ]
Section 1. Employee Information and Verification (To be completed and signed by employee al the time employment begins.}

Print Name: Last : First Middle Initial | Maiden Name
Address (Srreet Mame and Number) - Apl# Daie of Birth (menth/dmvyear)
City State Zip Code Social Sacurity #

i Ity of X chzck ing):
- 1 am aware that federal law provides for Fatsat,neler ponalty of periuey, et [ am (chask one of the follorwing

imprisonment and/or fines for false statements or [ A citzenof the Unied sates
use of false documents in connection with the (] A noncitizen nasions| of the United States (see instructions)

eompletion of this form. [] A tawfl permasent resident (Alien #)
[] Analien authorized to work (Alien # or Admission #)

until {expiration date, if applicable - monthiday/vear)
Employee's Signature Date (month/dayfyear)

R — i - e —
mmr and/or Traaslator Certification (To be completad and signed if Section 1 is prepered by a person other than the employee.) 1 attest, under
ty of perfury, that I have assisted in the completion of this form and that o the best of my knowledge the informatian is true and correct,

Preparer's/Translater's Signature Print Name

Address (Street Name and Number, City, State, Zip Code Datc (montlvday/vear)
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Section 2. Employer

Section 2. Emplover Review and Verification. To be completed and signed by emplover. Examine one document from List A OR
examine one document from List B and one from List C. as listed on the reverse of this form. and record the title. number and
expiration date, 1if any, of the document(s).

ListA OR List B AND List C
Document title:
Lzsning autherity:
Document 2
Expiration Date (if amy):
Document 2
Expiration Date (if amy):

CERTIFICATION -1 attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appear to be genuine and to relate to the employvee named, that the employee began employment on

month/dayvear) and that to the best of my knowledge the employee is eligible to work in the United States. (State
emplovment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Representative Print Name Title

Business or Organization Name and Address (Smeeet Name and Number, City, State, Zip Codel Date {month/dayyear)
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Section 3: Employer

Section 3, Updating and Revertfication. To be completed and signed by emplover
A New Name (if aoplicable) B. Date of Relute (monthvdayear) (if aypliceble)

C. I emmployes's previons grant of wotc aufaortzation has expieed, provide the tnformation below for the document that esfablishes carvent enployment eligibaliry

Document Tile: Documeat = Expiration Date (if )

L attest, under pemalty of perjury, that to the best of my knowdede, this emplovee is elible to work inthe United States, and if the emplovee presented
document(s), the document(s) | have examined appear to be genuine znd to relate to the individual.

Sigzauee of Employer o Authorized Representtive Date monh/deyyear)

Fom - (Rev. 060307)N
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Employment Eligibility
Verification Form (1-9) - Back

EISTS OF ACCEPTABLE DOCLMEMNTS
Al docaments must be unexpired

IAST A LIST B LIST
Documenids that Establish Both Documenits that Establish Do that E b Ris b
Edentity and Employoeent Tdentity Employmsent Anthorization
Anthorization R - A NI
E. U.S. Passport or ULS. Passport Card -1. Dywhiver's license or IDr card issued by 1. Social Security Account Number
a State or outlying possession of the card other than one that specifies
United States provided it contains a on the face that the issuance of the
. photograph or information such as card does not authrocize

2. Permanent Resident Card or Alien name, date of birth, gender, height, employment in the United States
Registration Receipt Card (Foom eye color, and address
I-551) .

2. Certification of Birth Abroad
~ . 2. IIr» card issued by federal, state or issued by the Department of State

3. Forgign passport that contains a local gowvernment agencies or (Form FS-5425)
temporary I-551 stamp or termporary entities, provided it contains a
I-551 printed notation on a machine- photograph or information such as
readable immigrant visa name, date of birth, gender, height, R . .

. eye color, and address 3. Certification of Report of Birth
isswed by the Department of State

4. Employment Avthorization Document 3. School ID card with a photograpih: (Form DS-1350)
that contains a photograph (Form
I-7E6) - -

4. “Woter's registration card 4. Original or certified copy of birth
certificate issued by a State,

S. Im the case of a nonimmigrant alien S. LS. Military card or draft record county. municipal _aulhﬂrily'. oFr
authorized to worl: for a specific territory of the United States
employer incident to status, a forcign 6. Military dependent's 1D card bearing an official seal
passport with Form: I-94 or Form -

I-949.A bearing the same name as the I Plari
passport and containing an ) - g;l?l‘j Coast Cuard M ot e S. MNative Ammerican fribal document
endorsement of the alien's -
T monimmigrant status, as long as the N N N
T period of endorsement has not yver . 8. NMNative American tribal doc ot
texpired and the proposed - - - - 6. LS. Citimen I Card (Fornm [-197)
- employment is not in conflict with 2. Driver's license ISS-l:lcd by a Canadian
any raestrictions or Fimitarions governmuent au o
identified on the form
~ For persons under age 18 wihho T. Idemtification Card for Use of
Resident Citizen in the United

are unable to present &

document listed aboves States (Form I-179)

6. Passport from the Foederated States of
MMicronesia (FShM) or the Republic of

the Marshall Islands (RMI) with 1. School record eor report card 8. Employment authocization
Fornmn [-94 or Form I-94.4 indicating document issued by the

Deparonent of Homeland Security

nonimmigrant admission under the 11. Chlinic, doctor, or hospital record
Compact of Free Association
Betw: the LInited States and the

= e = = an 1Z. Day-care or nursery school record

FShi or RIWI

Tiustrations of mMany of these documents appear in Part 8 of the Handbook for Employers (IWI-271)
- - Form -9 (Rew. 0270209 N Page 5
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E-Verify Employer User Web
Page

E Verify

Ermploymanl Eligikility YWarification F Uarity nmanrckalr RSO0 NF3aT FUl SRH4S0In Lay Tl

Tt

Walcome to E-Varilfy
I

E-Vraritfy Mawa Vin : E
| wediogy wl commla ul.'l.l\.ll s odo PBapmead wnnalil Bbasy 28
LU Do

Tree effoetos Sabe ot the fim rul reguidnp ozrdzin

L LT TRy T T T T

L B s S ]

e R L

7 eNext

CAaiEgE Mo reamal

SEasEpE Sranlymielhines U&r‘ﬁ En‘.P!ﬂ?E‘E t ""

For hielp wilh E-Werily, call
888-464-4218
ar e-mail 1= at E-YerifbpEdh s gow

k |

el e e iy gl

Wl Plowy Lz
o BEucdarg Lears

s e R el

1i

e Sy oy Case Alerts: You Must Take actiom!

v Coranddnd Pearuins

Tele: Talaaizl C!l:l-li:l'i 9"?5“_5 — 1 2 Cases with Authorizaticn
Vv Ueanr Maarosal to be Closed % Mew Updates.‘!;l“ Docs Expiring

CSenbad L

Work

UL Lepanblyo] =] Hesde sd Srovanily - v neerad e g LLE, Udousard s usd e ules Soavesnts - o 6 oy UG T AroorsiEily Doonined Weoseow

JORDAN RAMIS rc

ATTORNEYS AT LAW © 2011 - All Rights Reserved




Information Center

AREA 3 NAVIGATION QVERVIEW

Area 1: Customer
My Cases b New Case Support Number

b View Cases

My Profile » Edit Profile 888'464'42 1 8

» Change Password

» Change Security Questions | Area 2 E'Verlfy

LINK INFORMATION

My Company ¥ Ac New User N ews U p d ateS
, . » View Existing Users I
(Only Program Administrators , , .
have these options) » Edit Company Profile ] Are a 3 E_Ve ”fy
» Close Company Account ] . !
My Repor b Vew Repors Navigation Options
My Resources b View Essental Resources m Area 4. Case Ale s

B Take Tutorial
B View User Manual
B Contact Us

INLJAALIN INAAUVLIO PC
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E-Verify Essential Resources

= Aids to help ESSENTIAL RESOURCES OVERVIEW
em p | Oye Is LINK INFORMATION
succes Sfu I Iy use E \erify Essentils b E-Verfy Paricipation Poster
] b Rightto Work Poster
the E-Ve rlfy system b E-Verfy User Menua
E-Verify Nolices b Blank DHS ana $5A TNC Notices and Referral
Letters in 8 languages
Form 19 Resources b The latest version of Fomn -8 n English ang
Spanish

b The Handbook for Employers, M-274

Memorandums of 2 E-]%rk copy of the most recent version of the
Understanding (MOU) .
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Enrollment vs. Registration

Who

ENROLLMENT VS. REGISTRATION OVERVIEW

Enrcllment

Employer who wants to participate in
E-\Werify

Registration

User of a company enrolled in E-\erify

Howw

Visit the E-Verify enrcliment website at
https://e-verify. uscis.gov/enroll

After initial enrollment: Program
Administrators may register general users
and additional Program Administrators at
any time after completing the E-Werify
tutorial. When registering a new user, the
FProgram Administrator may accept a
system-generated user D or create a
custom user ID. The Program
Administrator then creates a temporary
password, which must be given to the
new user. These E-\Verify users must
comply with the MOU, accept the rules
and responsibilities set forth in the user
manual, and successfully complete the
E-Verify tutorial and pass the Knowledge
Test.

Why

Companies enroll to verify employment
eligibility of employees.

Most enrolled companies have different
people who use E-\Yerify to create cases.
There is no limit on the number of users
an enrolled company can register to
create cases.

JORDAN |
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Access Method Overview

MO CESS METHOD OVWVERWVIEW

Employer Access

Explanation

My company plans to use E-WVerify to verify its employees.

MMost E-Verify participants, regardless of their business size or structure,
are registered under the Employer access method. This access method
allows a company to electronically wverify the employment eligibility of its
new ly hired employees.

E-Verify Employer
Agent Access

My company plans to use E-VVerify on behalf of its clients to wverify
their employees.

The E-VWerify Employer Agent access method allows an individual or
company to act on behalf of other companies to wverify the employment
eligibility of their newly hired employees.

Corporate
Administrator
Access

My company has o contral office that nocds to mMmanage E-Verify
use for all of its locations that access E-Verify.

The Corporate Administrator access method allows companies to
create, manage, and oversee E-“Verify accounts for multiple offices or
locations. This access method is designed for companies that have a
need to oversee multiple locations.

Web Services
Access for
E-Verify Employer
Agents

Web Services
Access for
Employers

My company plans to develop its own software to access E-Verify.

The Web Services E-Verify Employer Agent access method reguires a
company to develop software that interfaces with E-\Verify to perform
employment eligibility wverifications of newly hired employees. The
company’'s software will extract data from its existing system or an
electronic Form -2 and transmit the information to govermment records.
I a company chooses this option. it is sent the Web Services Interface
Control Agreement (1ICA). The ICA contains the information used to
dewvelop and test the software interface. Both E-Verity Employer Aagents
and Employers are eligible to use this access method.
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RULES AND RESPONSIBILITIES OVERVIEW

All Employers participating in E-Verify MUST:

v

v

Employer Do’s and Don’ts

Follow E-Verify procedures for all new hires while enrolled/ participating in
E-Verify.

Notify all job applicants of E-Verify participation.

Clearly display both the English and Spanish ‘Notice of E-Verify Participation’
and the 'Right to Work Poster(s).

Complete the Form |-9, Employment Eligibility Verification for each newly hired
employee before creating a case in E-Verify,

Ensure that all Form |3 List B identity documents have a photograph.

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

Obtain a Social Security number (SSN) from all newly hired employees.

Provide employees the opportunity fo contest Tentative Nonconfirmation
(TNC).

Allow newly hired employees to start and continue working during the E-Verify
verification process, even if they receive Tentative Nonconfirmation (TNC).

Ensure that all Personally [dentifiable Information is safequarded.

AllEmployers parficipating in E-Verily MUST NOT:

X
X

Use E-Verily o prescreen applicants for employment,

Check employment eliibity for employees fired befors their company signed
the E-Verity MOU.

Take any adverse action against an employee based upon a case resulf urlgss
E-Verfy isstes a Final Nonconfirmation.

Specify o request which Form 19 documentation a newly hired employeg must
13

Use E-Veril o discriminate against ANY job applicant or new hire on the basis
of is or her nafional origin, ifizanship, or immigrafion status.

Selectively verify work autharization for newly hired employees.
Share any user |0 andlor password.
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Posting Requirements

E-VERIFY PARTICIPATION / ENROLLMENT NOTIFICATION

English & Spanish
MNotice of E-Verify Participation

This Employer
Participates in E-¥Venfty

Provided by DHS

JORDAN RAMIS rc
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Right to Work Poster

IF ¥OU HAYE THE RIGHT TO WaOnRK,

Crom'e len armysns ko W oy,

Issued by Department of Justice, the Office of
Special Counsel for Immigration-Related
Unfair Employment Practices
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Step 1: Creating the E-Verify
[Record

HOW TO CREATE A CASE - PROCES QVERVIEW

From the E-Venfy Welcome page -

fina My Cases ana click: EV&

b New Case Ertiployimant Egib

JORDAN RAMIS rc
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Step 2: Creating the Record

From Section 1 of the employee's
Form I-9, chose the correct option

button.
» Acitizen of the United States Vertly Emgplayes
* A noncitizen national of the m TN Rriu —
United States

Ahe cRzerhip 1y dud P emplapes cheowe n Jachan 1 :IFFHIJ‘:'E
‘E.-l-rr pra, M ol -\.:llﬂrn"-

2 * A lawful permanent resident

s An alien authorized to work
Click, 'Continue’

You are then prompted to indicate —_—

the documents provided to you for
Section 2 of the employee's Form

I-8. Make the appropriate selection
and click, 'Continue.’

JORDAN RAMIS rc
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Step 3: Creating the Record

In E-Verify, a red asterisk (*) to the
right of a text box indicates a
required field. From Section 1 and £
of Form I-8, enter all reguired
information into each text field.

IMPORTANT: If you select An alien
authorized to work you may also be
3 required to indicate that you are
entering either the Alien Number or [-94
Number from the employee’s Form |-9.

Click, 'Continue'

Employer Case 1D is an optional field

for users that wish to assign an
internal tracking code to a case.

Verify Employes

Chaiw Chiw

Erte amgplayan Faim 15 infamaatian, than ¢kl Contigise, « . e

Gl T ﬂ ® 1 M Bkl il

" s o Dk T Serial eoEny EE-H

[N i o REE L
wr =l B

[ g L e ra—— 7 e il ool e [

® b bt I iy ¢ e 3 I
L - - r

JORDAN RAMIS rc

ATTORNEYS AT LAW

© 2011 - All Rights Reserved




Step 4: Creating the Record

' If an E-Verify case is not created
" within three days of hire, the user
' must indicate the reason for the
. delay. Select from one of the
 following reasons:

» Awaiting Social Security Number
» Technical Problems

s Audit Revealed that New Hire Was
Not Run

| Other

- The user may also enter a specific
' reason in the field provided.

. Click, ‘Continue'

Verify Employes

Select or mobwr e reawon wby S case has nod been sutm Eed within 3 basirses dops of hics, thes

elich Sentinua, @

Erili P oo |- Fivleerrabfidd

F-

Varilichl=n Hidells Chie Cida

Each screen provides additional information simply by clicking any helper text symbol.
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Step 5: Check Information

CHECK INFORMATION OWVERWVIEW

= E - Werify prompts wou to review and confirm that the information entered in E-%Werify is

correct.
Enter Form -2 Informaticn Yernfscation Results Closea ‘Tase
MBS Cheack infarmation
T == ankorEnalion CEsors R EST mabnch B 3 Foemn -9 Chsck Bnar one fodosng N o anom S
- ==t Hiamee - Fist rams
= Pdaicem Mame = [ate od Erin &  SociEal Sescunty Mumbs=
IT s formaton s
L Correct clhck Comtimua
F HOT correck upcaie e approprests feldis] and cick O o rrbsne
I TS CESE N S sr OF MeO Qe reaad B COnDingse s vanficabon. clck Cloese Tase
= Laar Marmes G = FEral PlEsta raoo e irenod
Ll ey ML e - Daane ol Erth - St ST LTIy NS D
PlirTEa Tt i - = =
Cmranctd p Status
S cinzen of e Linited States
o K Empspa i Casme 1
biarch Of_ 20310
e -

CorrEen

- Zonfirm that the information is correct or make changes, if needed. and click 'Continue.’

= [ the information entered is ot correct and the information cannot be updated. click 'Close
Case.’
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Error Prompts

ERROR: UNEXFIRED DOCUMENT REQUIRED OWVERWVIEW

» E-Nerify prompts an Error: Unexpired Document Reguired .

6 Error: Unexpired Document Reqguired &

T i Aliom vl efntersd indicales s s Smployss’'s LS, Passgart OFf PasspoeT Card Beis
Expdred =N fhe employss was hined

wiou must obiain an unexpired document for Form 1-9 and re-enter the case in E-Weriry

T returm b2 1The E-Wert

aime paces click E-Verify Home

Tor begin & new case, click Mew Case

Last Harme Firar Flame Flichdie Inital
bisscien Mamse Date of Bhirths Social Secuwsicy Mumiber

CinEervshan S1ams

A ootizen of the Unifed Stales
Dol UTTrEN L Ty e DhoeCaanmissaniL e DroC a2yl EXpdration Dabs
Linexpired LIS Fassposior |0 755" January 50, 2009

LIS Passport Card

Hire Dabe Employer Case [0
Jdune 30, 2090 -

Soabmi Uled By S ubami Wed O
LIt duby 01 2010

E-Werty Home | | Mew Case

» Obtain an unexpired document from the employee for Form 1-9.

e Click ‘MNew Case' and enter the employvee's unexpired Form 1-89 document information.

IMPORTANT: An expired document presented for Form 1-9 does MOT mean that the

JORDAN RAMIS rc
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Photo Matching Overview

PHOTO MATCHING OVERVIEW

» E-\erify prompts you to compare a photo displayed in E-Werify with the employee's Form -9
photo document.

» Account for minor variances in shading and detail between the two photos and select Yes or

Mo
Enter Form -3 Information Yenticatiom Results Close Case

Fhoto Matching

- 1 SRR FE B riasbes oy 1 - .
<5 Ihe phado Bl maich B | D he | 2 ] L)

= el Passpont o US, Passport Card proweded by the
ampkypes?
Sedact yes of N0 and click Continue . &

TE | Phabe on this Document” appears below, select yes and click Sontinue G
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Employment Authorized

e Receive case result ‘Employment Authorized.’

=% § ?
M\\ Enter Formmm |-5 rmﬁl‘l’ﬂ-ﬁtlﬂﬁ'\ Vernficahon Raesults - E Close Cass -

=i v o

Employment Eligibility:
sl
s Employmeant Authorized

e = sallthorzed o work e Linibad Siates To complete (e verificalion process
cick Close Case g

L ast Mlamss Fir=¥F Flama e s bretaxd

FMakion Hamsas Caie ol EHril Soecial Secumity Hesmber

----- ERLE EE

Coicenship SRales
O MOreCiEen naiors] of he
Linited States

[E ST N DMecsrm i e P umissar Meeciwmiant Fxpdration Dl
Linexpired L S Passpsor or =
LIS Passport Card

Hewe= Diale Employer Case I

harch 12, 2010

Souivrmi sl 3y Snabaniinesd O
DTS4 0 Karch 15, 2010

» Check the information in E-\Verify against employee's Form [1-8.

= Close Case.
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Tentative Non-Confirmation

DHS VERIFICATION IN PROCESS - PROCESS OVERVIEW

» Case result displays 'DHS Verification in Process.'

Enter Form [-3 |r1'|'l:lI'I'I'I-I‘I.'.II:II'IE ; Verfication Results Close Case ﬂ

Employment Eligibility:

_ E View®rint Case Detalls |

PIELT ey s
o ¥ EMICALIa N FTasess

E-Venfy needs additional lime o vendy the employment ebgibity of this employes. This case has
been referred to OH:S for lunher verification. o action is necessary at this point

Check pack penpoically for 3 case stalus upfate. The empioyee should confmip 1o work until E
WETHY prowides a lingl responss

» Check E-Verify for changes to case results.
»DHS has three federal government workdays to respond.

» Follow the next step based on the case result provided.
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Interim Case Results

Interim Case Results - Overview

SSA or DHS Tentative Nonconfirmation Information did not match with SSA or DHS
records. Additional action is reguired.

Review and Update Employee Data A prompt to review, update, and resubmit the
employee's Form |-8 information.

DHS Verification In Process This case is referred to DHS for further
verification. See section 2.5 for more
information.

SSA or DHS Case in Continuance The employee has visited a 53A field office, or

contacted DHS, but more time is needed to
determine a final case result.
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Final Case Results

FINAL CASE RESULTS - OVERVIEW

The employee's information matched with the records
Employment Authorized in OHS and/or S3A records. It's that easy! See
section 2.4.

E-Verify cannot verify an employee's employment
SSA or DHS Final Nonconfirmation | eligibility after the employee has visited S5A, or
contacted DHS.

The employee did not contact DHS within the eight

DHS No Show federal government workdays.

This case cannot continue because the expiration
date entered for the employee's U.S. Passport or
Passport Card is incorrect. This case must be
resubmitted in E-Verify.

Error: Close Case and Resubmit
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[Final Non-Confirmation ]

A 554 or DS Final Nonconfirmation case resut s received when E-Verly camnot

Vérfy an employeg's employment elgiilty atter an employee nas contacted DS o
visited & S5A fied ofice. Once a 554 or DS Final Nonconfirmation R been

DrOvIcd, you must close the case

You may terminate employment with no cvl or criminal Uabilty & noted in Arlcl
1, Section C - Responsiniltes of the Employer (#6) I the MOU.
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Final Non-Confirmation: SSA

TOLTROIE ST, %‘?”
/- Y A Y

Employment Eligibility:

E View/Pint Case Deall

@ SSA Final Nonconfimation @

ARA £kt nnd confirm that George Washingtan = aufhanzed 1n work in the Unded Sfales To compiebe e
verifcation process, chck Close Case ﬂ
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Final Non-Confirmation: DHS

: A
. \ ﬁ
.l'-.I "'llll .|I ".

Employment Eligibility:
@ DHS Final Nonconfirmation @

‘H View/Prinit Case Details ‘

DHS Colkd not confim that All Jones & authorzed to work in the Unifed Statés. To comgiete he verific aton
nencess ook Closs Case ﬂ
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Final Non-Confirmation: No
Show

! g\
) Enter Form I8 Informatia fs Verification Results Close Case
r f i

Employment Eligibility:

‘ ﬁ View/Prinl Caose Detalls ‘
@ DHS No Show @ a .

RS coula meod confim that Su Lin |5 authonzed fo work In e Uniled Siates and the empicyee cid not confact
DHS within the & federal povemnmend workcdays. This response |s considered a final nonconfmation: To
complede the verfication process, cick Close Case ﬂ
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Close Case Summary

CLOSE CASE SUMMARY

EMPLOYER ACTION
e Click ‘Close Case'

o Indicate the employee's employment status
o Select the appropriate Close Case Statement
« Record case verification number on Form |-8 or print screen and file it with Form 1-8

o E-Verify case process is now completed
EMPLOYEE ACTION

JORDAN RAMIS rc

ATTORNEYS AT LAW © 2011 - All Rights Reserved



Employment Status ]
[Comments

= Employee continues to work EA
= Employee continues to work after NC

= Employee continues to work after no
show

= Employee continues to work after
choosing to not contest TNC

= Employee terminated after final NC
= Employee terminated for no show
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Employment Status ]
[Comments

= Employee terminated for choosing not to
contest TNC

s Employee voluntarily quit work

= Employee terminated for reasons other than
E-Verify

m Case is invalid because another case with
data already exists

m Case is Invalid because the data entered Is
Incorrect
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Case Alerts

CASE ALERTS - OVERVIEW

» E-\Verify user home page display with no Case Alerts

Welcome to E-Verify E-\erify Mews E
Federal cosmracios nule delyyed undl May 21
202

- e T L R
7 eNex®Y | «
-

For halp with E-Veanify, call

888-464-4218

or g=mail us at E-Verify@dhs. gow

You Have No Case Alerts at this Time

Open Cases J Cases with

Authorization

Work
to be Closed New Updates Docs Expiring %

» E-\erify user home page display with Case Alerts

» Click on the alert reguiring your attention to access your Case Alert(s)
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Case Reports

CORPORATE OVERVIEW OF PILOT USAGE - REPORT OVERVIEW

» Select 'Corporate Overview of Pilot Usage.'

Selact a report

Compatals Ovardow ©
Ut Budit Repiodt
et Repedt

»Click ‘Next.'

» Below screen will be shown.
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Case Reports

Enter Repornt Parameters

Report: Corporate Dverview of Filot Usage
This report displays the number of cases inBated by your company within 3 fecal year, Fyour
Company has not infiabed 2y quenes during Be fscal year, Shey wil sl 2ppear an the

Description: =
. Tepon with Zeno botals, This report is avalable o Conporate Adminesrators and Program
Agmirdsiraiors
Rapant Formar: = 20 Ll o

Fiseal 'r'ur:lz:ﬁj !l'

» Determine and select which Report Format, PDF or Excel, you would like to view.
» Use drop down box to select the Fiscal Year you want a report on.

» Click '‘Run Report.'

»Use report as needed.
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User Audit Report

USER AUDIT REPORT - REPORT OVERVIEW

» Select 'User Audit Report.'

Select a report

- Click ‘Mext.’

» Below screen will be shown.
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User Audit Report

Enter Report Farameters

Repore e Aiadit Repoart
v e ALV HS ] pideadas S1mmdry' 18
ey anbEred Guedy Enkange. Thi §
Descriptioni  numdes, [Be G30e e Chis wal i
miE 1ESE S Brsl dmE, ol ST

Y
M-St abGiielty, a0 esplingdr res0hDon Lo

Report Fermat & POF © Bapl
Iniciated By T
Reporting 0ure Fr-bm:li
PP

Reporting Diste Ta! |—
| TR0,

» Enter dates.
» Click ‘Run Report.’

»se report as needed.

» Determine and select which Report Format, PDF or Excel, you would like to view.

» Use drop down box to select the E-Verify User you want a report on.
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User Role Function Chart

USER ROLE FUNCTIONS OVERVIEW

ADD VIEW UPDATE UNLOCK VERIFY
USERS CASES CASES USERS EMPLOYEES

Program
Administrator
(at least one X X X X X
required)
General User
X X X

(optional)
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E-Verify Resource Contacts

E-vVerify Public Web Site

= Program information and statistics

- F reguently asked guestions

- Prowvides genaeral information abowt
E-Werify

ikt o S dhis .o Se-we rify

E-vVerify Enrcliment Application

= WWeb site for initial companny
enrolliment

Https S e —wverify _uscis_gow/ernrmll

E-Verify Access for Employers amnd
Corporate Administrators

- lUser access to E-WVeaerify

hitps- fewerifv uscis . gow/smp

E-Verify Access for E-Werify
Employer Aagents

= lUser access to E-WVerify

https - ffe-wverify uscis . gov/esp

E-Vverify Customer Support

- SMocount information and assistance
with policy guesticons

Fhone: 888-464-4218
E-mail: E-Werifyifidhs . gow

Hours of O peration: Monday throogh Fridany .
2:00 a.m. to S:00 pome local time except fedaeral
holidays

E-weaerlfy Technilical Support

= Technical assistance using E-Weaerifwy

Prhone: 8a800-741-S0=232

Hours of O peration: Monday throogh Friday .
S:00 a.m. to 700 pom. (Eastern Timeae) except
Thanksgivirng. Christmas and MNew Year's Day

E-vVerify Employee Hotline

e For employees of employers that
participate in E-"WwWerifwy

Phome: 888-827-7r7&81

TTY: 8F F-87y5-a60z28

E-mail: E-"Verityv@dhs_gow

Hours of O peration: Mondaw throogh Fridaw.
200 a.m. to S:00 pome local time except fedaeral
holidawyws
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[Office of Special Counsel ]

Office of Special Counsel for Employer Hotling: 800-255-8165
Immigration-Related Unfair TY: 800-237-2513

EmplomentPractces O3C) g e 10 25758
TTY: 800-237-2515

+ Quastion about immigration-relatad
discrimination W, ustice.qov/crt/ osc/
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Third-Party Providers

= [-9 Administration
Companies
o Paperless Storage
o Decreases Errors
o Alerts you for

Updates

= PEO/Temporary
Employment
Services
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| Third-Party Agent

IEMFI.[]‘E’EEFJ
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[Why an E-Verify Agent?

= Companies big and small use E-Verify
employer agents for many reasons,
Including:
o They do not have the equipment, such as a

computer or Internet access, to use E-Verify
themselves.

o They do not have the staff or the time to use E-
Verify.

o They outsource their Form |-9 process or use an
employment verification service that also offers
E-Verify.
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Federal Contractors and E-
Verify Rule

Issued 11/12/08

Became Effective
9/8/09

= Requires enrollment in
E-Verify

m  Prime federal contract
$100,000 threshold

=  Sub-contract, $3,000
threshold

= COTS items exempt,
most agricultural
products COTS items
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[Federal Contracts ]

s Federal Acquisition Regulation (FAR) E-
Verify clause, 73 FR 67704

= Awarded on or after September 8, 2009

s Performance period of 120 days or more

= Value exceeds $100,000.00

= Some portion of the work is done in the USA
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[Exempt Federal Contracts ]

m Contract less than 120 days
= Value is less than $100,000.00
s Work is performed outside of the USA

m Contract is for only commercially off-
the-shelf (COTS) items or related

services
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[Subcontractor Contracts ]

= The prime contract includes the Federal
Acquisition Regulation (FAR) E-Verify
clause

m The subcontract is for commercial or
noncommercial services or construction

m The subcontract has a value of more than
$3.,000

= The subcontract includes work performed In
the United States
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Employer’s Tool Bag

= Handbook for
Employers, Form M-274

= Social Security Number
Verification Service
(SSNVYS)

= SSA High Group Listing
= E-Verify Manual

= Third-party
Administration

= Audit and Training
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[Final Thoughts ]

= The rules are constantly changing

m Consult legal counsel prior to taking
adverse employment action

m Be smart
m Be consistent
= Beware of liability pitfalls
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Conclusion

= Thank You

JORDAN RAMIS rc

ATTORNEYS AT LAW © 2011 - All Rights Reserved



