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1 . I NTRODUCTI ON 
 

1 .1  Basic Overview  of E- Verify 
 
E-Verify is an I nternet -based system operated by USCI S in partnership with SSA. E-
Verify is current ly free to Em ployers and is available in all 50 states, the Dist r ict  of 
Columbia, Puerto Rico, Guam and the U.S. Virgin I slands.  
 
1 .2  Privacy Statem ent  
 
I t  is essent ial to protect  the privacy of individuals subm it t ing informat ion for 
processing through E-Verify.  Since E-Verify involves collect ing and using an 
individual’s personal informat ion, it  is your responsibilit y to ensure that  this 
informat ion is safeguarded, and that  it  is used only for the purposes out lined in the 
Mem orandum  of Understanding (MOU)  between the E-Verify Program adm inist rators 
and you.  Failure to properly protect  individuals’ informat ion can result  in ident ity 
theft  or fraud and can cause considerable inconvenience, harm , or em barrassm ent  to 
the individuals affected.  I n addit ion, if you do not  com ply with the Privacy Act  or 
other applicable laws and regulat ions, you may be subject  to cr im inal penalt ies.  At  a 
m inimum, you should take the following steps to protect  personal informat ion and 
com ply with the appropriate regulat ions:  
 

• Allow only authorized employees to use E-Verify.  Ensure that  only the 
appropriate employees handle informat ion and perform  verificat ion queries. 

• 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’ informat ion properly. Ensure that  applicants’ 
informat ion is stored in a safe and secure locat ion and that  only authorized 
individuals have access to this informat ion.   

 
1 .3  User Roles  
 
There are three types of user roles: 
 

• General Users:  This user perform s verificat ion queries, views reports, and 
has the capabilit y to update his or her personal user profile. 

 
• Program  Adm inist rators:  This user is responsible for creat ing user accounts 

at  his or her site for other Program Adm inist rators and General Users. Program 
Adm inist rators have the capabilit y to view reports, perform  queries, update 
profile informat ion, and unlock user accounts. 

 
• Corporate Adm inist rators:  This user is responsible for managing mult iple 

company accounts from a cent ral locat ion. Corporate Adm inist rators have the 
abilit y to unlock accounts, view reports for mult iple company sites, as well as 
register and adm inister company sites and user accounts.  

 

  

 

I MPORTANT 

 

 
The Corporate Adm inist rator user role is accessible only when a 
com pany is registered under a certain heading if you feel you 
need access to the Corporate Adm inist rator user role please go 
to the E-Verify regist rat ion page:  
ht tps: / / www.vis-dhs.com / Em ployerRegist rat ion/ StartPage.aspx 
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User roles determ ine perm issions assigned to an individual.  
The following table shows the perm issions for the different  User Roles:  

   

 
 

 

 

 

  

User Role  

 

 
Permission 

 

 

 

General User 

 

Program 

Administrator 

 

Corporate 

Administrator 

 
Perform 

verification 

queries 

 

 

 

√ 

 
 

 
√ 

 
Register 

Verification 

Locations 

 

 
 

√ 

 

√ 
 

 
Create accounts 

for new users 

 

 

 
 

√ 
 

 

√ 
Other Corporate 

Administrators/ Program 

Administrators and 

General Users for all 

sites) 

Other Program 

Administrators/ General 

Users at their site 

 
View Reports 

 

 

√ 

 

√ 

 

√ 
(for all Sites) 

 
Update Reports 

 

   

 
Update personal 

user profile √ √ 

 

√ 
 
 

 
View Users 

 √ √ 
 
Request 

Termination 

 

 

 

√ 

 

√ 
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1 .4  Contact ing the Departm ent  of Hom eland Security for  Assistance 
I f you need help operat ing E-Verify, please call the DHS Verificat ion Division for 
assistance.   
 

Contact  Us for  Help 

  

 Technical Help Desk (800)  741-5023 
(888)  464-4218 E-Verify General I nformat ion 

E-Verify Support  Em ail e-verify@dhs.gov 

 
 

2 . GETTI NG STARTED 
 

2 .1  The Rules of Use 
  

1.  Em ployees m ust  be newly hired with a completed Employment  Eligibilit y 
Verificat ion Form  I -9 ( referred to hereafter as Form  I -9)  before you can use E-
Verify to init iate queries about  the em ployees for your company.  

 
2.  Form  I -9 requirements remain the same except  that  all "List  B" ident ity 

docum ents m ust  bear a photograph.  
 

3.  Em ployers m ust  submit  verificat ion queries for newly hired em ployees no later 
than the 3 rd business day after they start  work for pay. 

 
4.  I f you haven’t  started a verificat ion query by the third business day after the 

em ployee starts work for pay im m ediately start  the verificat ion process. I f you 
also failed to com plete the Form  I -9, a new Form  I -9 m ust  be com pleted 
before the query process is started. 

  

I MPORTANT 

 

 I f a verificat ion query is not  init iated by the 3rd business day 
after the employee starts work for pay, the Em ployer m ust  
note the reason for the delay and at tach it  to the Form  I -9. 

 
 

5.  Em ployers m ay not  verify newly hired employees select ively and must  follow 
E-Verify procedures for all new hires while their company is part icipat ing in the 
program .  

 
6.  Employers may not  request  that  the employee use certain docum entat ion for 

Form  I -9 or E-Verify purposes. 
 

7.  Employers may not  use E-Verify to discrim inate against  any job applicant  or 
new hire on the basis of his or her nat ional or igin, cit izenship, or im m igrat ion 
status.  

 
8.  Employers may not  use the system to pre-screen applicants for employment .  
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9.  Em ployers m ay not  go back to check employment  eligibilit y for employees 

hired before their com pany signed the MOU with USCI S and SSA.  
 

10.  Employers must  provide their employees with an opportunity to contest  a 
Tentat ive Nonconfirm at ion (TNC) .  

 
11.  Em ployers cannot  take any adverse act ion against  an em ployee based upon a 

TNC unless E-Verify issues a Final Nonconfirmat ion (FNC) .  
 

12.  Employee m ust  be allowed to cont inue to work during the verificat ion process. 
 

2 .2  Not ifying Prospect ive Em ployees of your E- Verify Part icipat ion 
 

As a part icipat ing Employer, you are required to post  the English and Spanish not ice 
provided by DHS indicat ing your com pany’s part icipat ion in the program, as well as 
the Right  to Work Poster issued by the Office of Special Counsel for I mm igrat ion-
Related Unfair Employment  Pract ices.  Both of these not ices m ust  be clearly 
displayed in pla in view  at  your hir ing site( s)  to inform  prospect ive and current  
employees that  your company is part icipat ing in the E-Verify Employment  Verificat ion 
Program. These not ices are available in the Online Resources sect ion of E-Verify.  
 

I MPORTANT 

 
I f you have difficulty post ing E-Verify part icipat ion not ices due 
to the setup of your business, ensure that  all prospect ive 
employees receive them with their applicat ion materials in 
addit ion to post ing them  in the most  appropriate locat ion for 
viewing by potent ial and current  employees.  

 
 

 

2 .3   Protect ing Passw ords 
 
Every system user will receive a User I D and password. 
 
For security purposes, passwords need to be protected. You should not :  
 

• Share your password with anyone, or 
• Post  or write down your password where it  can be viewed by others. 

 
Passwords expire every 90 days. E-Verify will autom at ically ask you to create a new 
password when the old one expires. However, if you feel your password has been 
comprom ised, you should change it  immediately. (See Sect ion 4.1 of this Manual for 
step-by-step inst ruct ions on how to change your E-Verify password) .  
 
I f you at tempt  to log on with an incorrect  password 3 t imes, the system will lock your 
user account . I f this happens, contact  your Program  Adm inist rator, who is able to 
unlock your user account  or use the Password Challenge feature to unlock your 
account . For inform at ion on changing, ret r ieving or unlocking your password go to 
sect ion 4 of this m anual.  
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2 .4  E- Verify Navigat ion Basics 
 
Screens within E-Verify are called pages. Each E-Verify page has five dist inct  areas:   
 

1.  Banner Area  
2.  Opt ions Area  
3.  Message Area  
4.  News Ticker  
5.  Navigat ion Area  

 

 

 

 

Exhibit  2 - 1 : E- Verify Hom e Page 

 

 
 
1.  Banner Area  

The Banner area contains the E-Verify name and logo. 
 
2.  Opt ions Area  

The Opt ions area contains five navigat ional cont rols:  Online Resources,  Tutoria l, 
Hom e , About  and Exit .  
 

• I f you select  Online Resources, the system  will display addit ional inform at ion 
relat ing to employment  verificat ion, including the E-Verify part icipat ion poster, 
the Right  to Work poster, and the E-Verify User Manual.  

 
• I f you select  Tutoria l,  the system will display the Web-based tutorial.   

 
• I f you select  Hom e ,  the system will display the E-Verify home page.  
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• I f you select  Exit ,  you will be logged out  of E-Verify and the Verificat ion 

I nform at ion System  Logon  page will be displayed. 
 

I MPORTANT 

 

 To exit  E-Verify, you should always select  Exit  from  the 
Opt ions area. Otherwise, the system will consider you logged 
in. 

 
 
3.  Message Area 

The Message  area provides important  updates on E-Verify and displays the number 
of cases requir ing act ion. 
 
4.  New s Ticker 

The New s Ticker  provides informat ion affect ing employm ent  verificat ion and best  
pract ices. 
 
5.  Navigat ion Area 

The Navigat ion  area contains m enus that  list  various opt ions. Select ing an opt ion 
from  a m enu is the first  step of a task or funct ion and displays the page that  is 
needed for complet ion. The menus that  are available depend on your role (General 
User, or Program  Adm inist rator)  and which version of E-Verify you are using.  
 

Exhibit  2 - 2 : E- Verify Menus in the Navigat ion Area  
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3 . CASE ADMI NI STRATI ON  
 

3 . 1   W hat  is Case Adm inist rat ion? 
 

I n the Case Adm inist rat ion sect ion, Em ployers can m anage the verificat ion process, 
by subm it t ing  an init ial query, viewing the verificat ion results, acknowledging an 
em ployee's response to a Not ice of Tentat ive Nonconfirmat ion, referr ing a case, and 
resolving a case.  
 
3 .1 .1  E- Verify Requirem ents for  Use  
  
See Sect ion 2.2 for the rules Employers m ust  follow when using E-Verify. 
 

3 .2  Overview  of the Verificat ion Process 
 

The verificat ion process consists of the following steps:  
 

• Complet ing the Form  I -9 (See Sect ion 3.2.1)  
• Submit t ing an I nit ial Query (See Sect ion 3.2.2)   
• Viewing the Results of an I nit ial Verificat ion (See Sect ion 3.2.3)   
• Request ing Addit ional Verificat ion from  DHS (See Sect ion 3.2.4)    
• Not ifying an Em ployee of a Tentat ive Nonconfirm at ion Response (See Sect ion 

3.2.5)   
• Referr ing an Em ployee to SSA (See Sect ion 3.2.6)  
• DHS Verificat ion in Process (See Sect ion 3.2.7)    
• Photo Screening Tool (See Sect ion 3.3)    
• Resolving cases in E-Verify (See Sect ion 3.4)  

 

 

3 .2 .1  Com plet ion of the Form  I - 9  

 
Em ployers m ust  ensure that  their newly hired employees fully complete Sect ion 1 of 
the Form  I -9. Unless the employee at tests in Sect ion 1 of the Form  I -9 that  he or she 
is a cit izen or nat ional of the United States, the employee must  provide his or her 
Alien Num ber or I -94 Num ber.  
 

I MPORTANT 

 
 
I n general, providing a social security num ber on the Form  I -9 is 
voluntary;  however, it  is m andatory for em ployees hired by 
Employers part icipat ing in E-Verify.  

 
 
Employers must  complete Sect ion 2 of the Form  I -9 by exam ining the docum ents that  
prove the ident ity and employment  eligibility the employee. The Employer may not  
specify which docum ent(s)  from  the List  of Acceptable Documents on the Form  I -9 an 
employee may present . 
 
An Em ployer m ay accept  one docum ent  from  List  A, which proves both ident ity and 
employment  eligibilit y, or a combinat ion of documents from List  B, which proves 
ident ity, and List  C, which proves employment  eligibilit y.  
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I MPORTANT 

 
 
Any List  B docum ent  presented to an Employer part icipat ing in 
E-Verify m ust  contain a photograph.   

 
Employers may not  ask to see a document  that  shows the employee’s Alien 
Regist rat ion Number if the employee provides an Alien Number but  no support ing 
docum ent . However, if the employee presents a Social Security card with the legend 
“VALI D FOR WORK ONLY WI TH DHS AUTHORI ZATI ON,”  then the Employer m ay ask to 
see the imm igrat ion document  authorizing employment .  
 
I f the employee presents a Form  I -551 (Lawful Permanent  Resident  Card)  or I -766 
(Employment  Authorizat ion Card)  for their Form  I -9, you must  make a copy of their 
document .  This is a requirement  for the Photo Screening Tool (see Sect ion 3.3)  
 

   

To view or download the Form  I -9, go to:  ht tp: / / www.uscis.gov/ files/ form / I -9.pdf . 
 

TI P 

 
I f you need more informat ion on Form  I -9 procedures,  
refer to the Online Resources page of your E-Verify account , 
where you will find the Handbook for Employers or go to  
ht tp: / / www.uscis.gov/ files/ nat ivedocum ents/ m -274.pdf.  
For assistance in finding addit ional Form  I -9 resources, call  
the E-Verify Customer Support  at  1-888-464-4218. 

 
 
 
3 .2 .2  Subm it t ing an I nit ia l Verificat ion Query 

 

• Once a newly hired em ployee has com pleted the Form  I -9, the Employer may 
then init iate a verificat ion query in E-Verify. Employers must  conduct  this 
init ial ver ificat ion query no later than the 3 rd business day after the employee 
begins work for pay.   
 

• I f the Employer learns that  it  has failed to begin the verificat ion process by the 
3rd business day after the em ployee starts work for pay, it  should immediately 
init iate a verificat ion query ( if the Employer has also failed to com plete the 
Form  I -9, that  should be corrected first ) .   

Em ployers m ust  follow E-Verify procedures for all new hires at  designated hir ing sites 
while part icipat ing in the program and may not  verify select ively. 
 
Employers use the Case Adm inistrat ion  menu to verify employment  eligibilit y for all 
newly hired employees, and to manage open or closed cases. The Case 

Adm inist rat ion  menu provides the following opt ions:  
 

• I nit ial Verif icat ion 
• View Cases  
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To verify a newly hired employee, select  I nit ia l Verificat ion  from  the Case 

Adm inist rat ion  menu. 
 

TI P 

 
When entering data onto a page, you may type it  direct ly into a 
field, select  an opt ion but ton, or select  from  a field’s drop-down 
list .  
 
An aster isk ( * )  to the r ight  of a field’s text  box indicates a required 
field.   
 
To view the helper text  included in some fields, click on the 
quest ion mark icon. When you place your cursor over the box, the 
helper text  gives you a br ief explanat ion of the field. 

  
I n addit ion to the com m and but ton(s)  specific to a displayed page, 
som e pages m ay also contain navigat ion but tons:  Back ,  Next , 
Close ,  or Resolve Case .  
 

• Back  will take you to the previous page.  
• Next  will take you to the next  page.  
• Close  will stop a task and return you to the E-Verify home 

page. Your case will be saved and you may return to it  
later. 

• Resolve Case  will allow you to end, or cancel, a case at  
any point  after the init ial verif icat ion query has been 
subm it ted.   

 
 
To subm it  an init ial ver ificat ion, perform  the following steps:  
 

1.  Select  I nit ia l Verificat ion  from  the Case Adm inist rat ion  menu.  
 
Exhibit  3 - 1 : Em ployee I nform at ion from  Form  I - 9  

 

 

2.  After indicat ing both the em ployee’s at tested cit izenship status from  Sect ion 1 
of the Form  I -9 and the documents the employee has presented, the I nit ia l 

Verificat ion  page will appear. 
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Exhibit  3 - 2 : I nit ia l Verificat ion  

 

 
 

3.  Type the employee’s nam e exact ly as it  appears in Sect ion 1 of the Form  I -9 in 
the Last  Nam e ,  First  Nam e ,  Middle I nit ia l,  and Maiden Nam e  f ields. Only 
those fields with an aster isk ( * )  are required. For assistance in entering 

com pound and hyphenated nam es, select  the quest ion mark icon  located to 
the r ight  of the Last  Nam e  field.  

 
4.  Type the employee’s Social Security number (SSN)  as it  appears in Sect ion 1 

of the Form  I -9 in the Social Security Num ber  field. This number is required 
for all employees. You have three opt ions for entering an SSN:  with spaces, 
without  spaces or with hyphens. 

 
5.  Type the employee’s date of bir th as it  appears in Sect ion 1 of the Form  I -9 in 

the Date of Birth  field. (Enter the date in m m/ dd/ yyyy form at . Slashes ( / )  
m ust  be included in the date field.)  

 
6.  Type the employee’s hire date in the Hire Date  field. (Enter the date in 

mm/ dd/ yyyy format . Slashes ( / )  must  be included in the date field.)  
 

7.  Type the expirat ion date for the presented document (s) , if applicable, in the 
Docum ent  Expirat ion Date  field (Enter the date in m m / dd/ yyyy format . 
Slashes ( / )  m ust  be included in the date field.)  

 
8.  I f the employee is a non-cit izen, the Alien Number or I -94 num ber is required. 

I f the Alien Number is less than nine (9)  digits, add leading zeros to the 
num ber. Do not  include the let ter "A" as part  of the Alien Regist rat ion Num ber. 
The I -94 number consists of 11 digits. 
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I MPORTANT 

 
Alien Numbers and I -94 numbers are not  the same:  

• Alien num bers consist  of nine digits or less. I -94 num bers 
consist  of 11 digits.  

• Because the Alien Regist rat ion Num ber  field requires a 
nine-digit  number, add leading zeros if the alien number is 
less than nine (9)  digits.  

• Alien num bers are preceded by the let ter “A,”  but  do not  
type the let ter “A”  into the Alien Regist rat ion Num ber  
field in E-Verify.  

• For example, an Employer would enter the alien number 
A1234567 as 001234567. 

 
 
9.  The Em ployer Case I D  is an opt ional field for those who wish to assign an 

internal t racking m echanism  to a case.  
 

10.  When you are finished entering the employee’s informat ion, select  Next  to 
subm it  the init ial ver ificat ion.  

 
3 .2 .3  View ing the Results of an I nit ia l Verificat ion 

 

I f the informat ion that  you entered matches the informat ion in SSA and DHS’ 
databases, you will receive the results within three to five seconds. 
 
I f the informat ion that  you entered does not  match SSA’s or DHS’ databases, you will 
be asked to review the inform at ion you entered to m ake sure that  it  is correct . I f the 
inform at ion does not  match the employee’s Form  I -9 because of a typing error or 
otherwise, m ake correct ions on this page. When finished, select  Cont inue 

Verificat ion .   
 
 
 

I MPORTANT 

 
• Do not  select  the Back  but ton on your browser, as this will 

init iate a new query. 

 
 

 

 

 

 

 

 

 

 

 

 

 

  
Page 14 of 61 | E-Verify User Manual for Employers | March 2009                     www.dhs.gov/E-Verify 
 

 

 



6161 
E-VERIFY IS A SERVICE OF DHS AND SSA 

 

Exhibit  3 - 4 : SSA Verificat ion I nform at ion 

 

 
 
After select ing Cont inue Verificat ion ,  you will see one of the following responses:  
 

• EMPLOYMENT AUTHORI ZED :  This response indicates that  em ploym ent  
eligibilit y is verified and the case may be resolved.  

 
• SSA TENTATI VE NONCONFI RMATI ON  (SSA TNC) :  This response indicates 

that  the employee’s Social Securit y inform at ion could not  be verified. The 
employee must  be not ified of the TNC response and referred to SSA if he or 
she contests the SSA TNC. See Sect ion 3 .2 .6  for how to refer the new hire to 
SSA to resolve a TNC.  

 
• DHS VERI FI CATI ON I N  PROCESS:  This response indicates that  the non-

cit izen’s informat ion provided to SSA m atches the inform at ion contained in 
SSA records, but  did not  m atch DHS’ records. The case is then automat ically 
referred to DHS for further verificat ion. You do not  need to take any act ion at  
this point . DHS will respond to most  of these cases within 24 hours, although 
som e responses m ay take up to three (3)  Federal governm ent  workdays. You 
should check the system daily for a response.  

 
 
 
 
 

  
Page 15 of 61 | E-Verify User Manual for Employers | March 2009                     www.dhs.gov/E-Verify 
 

 

 



6161 
E-VERIFY IS A SERVICE OF DHS AND SSA 

 

I MPORTANT 

 
The Case Verificat ion Num ber  is a unique number returned by 
E-Verify. Write the Case Verificat ion Num ber  on the employee’s 
Form  I -9 or pr int  the Case Details page, which includes the Case 

Verificat ion Num ber , and at tach it  to the em ployee’s Form  I -9. 
Keep the Case Verificat ion Num ber  in your records so that  DHS 
can help you resolve any problems that  arise in the case. 

 
 

 

Exhibit  3 - 5 : Case Details Page 

 
3 .2 .4  Request ing Addit ional Verificat ion for  DHS Em ploym ent  Authorized  

 

Occasionally, the nam e displayed by E-Verify in the I nit ia l Verificat ion  sect ion is 
different  from  the nam e you subm it ted to E-Verify. Ensure that  both the first  and last  
nam es in E-Verify m atch the informat ion that  you provided. I f they do not  m atch, you 
should request  addit ional verif icat ion.  
 
When you request  addit ional verif icat ion, E-Verify will forward the case to a DHS 
I mmigrat ion Status Verifier. A message will appear at  the bot tom of the Case Details 
page within seconds, indicat ing that  the request  is in process. DHS usually returns a 
response to a request  for addit ional verificat ion within 24 hours of receipt ;  however, 
DHS has up to ( three)  3 Federal governm ent  workdays in which to respond.  
 
Exhibit  3 - 6 : Request  Addit ional Verificat ion 
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To request  an addit ional verif icat ion, perform the following steps:  
 

1.  Select  Request  Addit ional Verificat ion  
 

2.  Type the reason for the addit ional verificat ion request  in the Com m ents field. 
 

3.  Select  Subm it  Addit ional Verificat ion .  An updated Case Details page will 
appear, and the verificat ion response will be DHS VERI FI CATI ON I N 

PROCESS. 
 

4.  Check E-Verify daily for a response. 
  
3 .2 .5  Not ifying an Em ployee of a  Tentat ive Nonconfirm at ion ( TNC)  Response 

  
A TNC response indicates SSA and/ or DHS could not  confirm  that  the employee’s 
personal informat ion matches SSA and/ or DHS records. A TNC does not  necessarily 
mean that  the employee is not  authorized to work in the United States. 
 
I t  is the Employer’s responsibilit y to contact  the employee as soon as possible to 
provide them  the opportunity to contest  the TNC and resolve the discrepancy in their 
record. Under the law, the employee must  be allowed to cont inue working while 
resolut ion of a TNC is pending. 
 
3 .2 .5 .1  I f  an Em ployee Receives an SSA TNC 

 

I f your employee receives an SSA TNC, perform  the following steps:  
 

Exhibit  3 - 7 : TNC Response 

 
 
1.  Not ify the employee of the TNC as soon as possible.  
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2.  Select  Not ificat ion to Em ployee  to display the TNC not ice in English and 

Spanish. The Not ice to Em ployee of Tentat ive Nonconfirm at ion  will 
appear. 

 
3.  Print  the Not ice to Em ployee of Tentat ive Nonconfirm at ion  using your 

browser’s pr int  opt ion. 
 

4.  Provide the not ice to your employee and review it  with them. I nst ruct  the 
employee to indicate whether he or she wants to contest  the TNC by clicking 
Contest  or Not  Contest .  

 
5.  I nst ruct  the em ployee to sign and date the not ice in the Signature of 

Em ployee  area. 
 

6.  The Em ployer also m ust  sign and date the not ice in the Signature of 

Em ployer Representat ive  area. 
 

7.  Give a copy of the signed not ice to the employee.  
 

I MPORTANT 

 
The Not ice to Em ployee of Tentat ive Nonconfirm at ion  
not ifies the employee of the TNC response, but  does not  
provide inst ruct ions on how to resolve the discrepancy in the 
employee’s records. I f the employee contests the TNC, the 
Employer must  provide an SSA or DHS Referral Let ter  to the 
employee. 

 
 

 
8.  File the signed Not ice  to Em ployee of Tentat ive Nonconfirm at ion  with the 

employee’s Form  I -9. 
 
9.  I f the employee does not  contest  the TNC, select  Resolve Case . (See Sect ion 

3.2.8) . The Employer may now term inate employment  with no civil or  cr im inal 
liabilit y as noted in Art icle I I ,  Sect ion C – Responsibilit ies of the Em ployer (# 6)  
in the Mem orandum  of Understanding (MOU). 

 
10.  I f the employee contests the TNC, you must  elect ronically refer the employee 

to the appropriate agency. Select  I nit iate SSA Referral at  the bot tom of the 
screen, which allows SSA elect ronic access to the employee’s case when he or 
she visits the SSA field office to resolve the discrepancy in his or her record. 
The Employer m ay not  take act ion against  the employee while the employee 
resolves his or her case within the t im e allot ted.  

 

I MPORTANT 

 

 The employee must  visit  an SSA office within eight  (8)  Federal 
governm ent  workdays of referral to resolve his or her 
employment  eligibilit y.  
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Two but tons will appear on the Confirm  Em ployee Not ificat ion  page:  Not ified and 
Not  Not ified .   
 

Exhibit  3 - 8 : Not ificat ion But tons 

 

 
 

• I f the employee has been not ified of the TNC and has signed the Not ice to 

Em ployee of Tentat ive Nonconfirm at ion ,  then select  Not ified . The Case 

Details page will appear. 
 

• I f you click Not  Not ified ,  the SSA referral will not  appear. You will be returned 
to the Case Details page so that  you can view and print  the TNC not ice and 
discuss it  with the employee. 

 
3 .2 .6  Referr ing an Em ployee to SSA  

 
I f an employee contests an SSA TNC, you must  refer him  or her to SSA. SSA will take 
the following steps on an SSA TNC case. 
 

• SSA will determ ine if the Social Security record needs to be updated. 
 

• SSA will update the Social Securit y records based on acceptable evidence 
provided. 

 
• SSA will ver ify the authent icity of evidence subm it ted with the issuing ent ity. 

 
• SSA will send the Employer updated case status informat ion on the employee’s 

Case Details page based on Social Security number record. 
 
 To com plete the SSA referral process, perform  the following steps:  
 

1.  Access the employee’s Case Details page. 
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Exhibit  3 - 9 : Case Details Page to I nit iate an SSA Referral  

 

 
 
 

2.  Select  the Not ificat ion to Em ployee –  Referral to Social Security 

Adm inist rat ion  document  in either English or Spanish. 
 

3.  Print  the SSA referral let ter using your browser’s print  opt ion. 
 

4.  Sign and date the SSA referral let ter. 
 

5.  I nst ruct  the em ployee to sign and date the referral let ter. 
 
6.  Give a copy of the SSA referral let ter to the employee and inst ruct  him  or her 

to take it  to the SSA office within eight  (8)  Federal government  workdays. See 
At tachment  A for inst ruct ions on locat ing the correct  SSA office for the 
employee. The SSA referral let ter provides specific inst ruct ions for the 
em ployee on how to contact  SSA in order to remedy their records. 

 
7.  File a copy of the SSA referral let ter with the employee’s Form  I -9. 
 
8.  Check E-Verify regular ly for a change in an employee’s status for a contested 

SSA TNC case. This is sim ilar to the process for DHS referrals. I f the employee 
does not  visit  SSA within eight  (8)  days, E-Verify will automat ically send an 
SSA Final Nonconfirmat ion response to you 10 days after the referral was 
generated, unless SSA not ifies you that  the case is st ill pending.  

 

3 .2 .6 .1  E- Verify Responses to SSA Referrals 

 
E-Verify will respond with one of the following messages:  
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• EMPLOYMENT AUTHORI ZED: This response indicates that  em ploym ent  

eligibilit y is verified. You should resolve the case, ending the verificat ion 
process.  

 
• SSA FI NAL NONCONFI RMATI ON: This indicates that  the SSA could not  

verify the furnished informat ion. You should resolve the case, ending the 
verificat ion process. 

 
• SSA CASE I N  CONTI NUANCE ( this is rare) : This response indicates that  

the employee has visited SSA, but  that  SSA needs m ore than 10 federal 
government  workdays to confirm  employment  eligibilit y.  Check the system 
daily to see if the case status has been updated with any of the other 
responses listed on this page.  You must  wait  unt il SSA provides a definit ive 
response before m oving forward or resolving the case, and you m ay not  
term inate or take adverse act ion against  the employee unless E-Verify returns 
a response of SSA FI NAL NONCONFI RMATI ON (or DHS EMPLOYMENT 

UNAUTHORI ZED or DHS NO SHOW ,  as explained in sect ion 3.2.7.2 of this 
m anual) . 

 
• DHS VERI FI CATI ON I N  PROCESS: This response indicates that  the non-

cit izen’s informat ion provided to SSA m atches the inform at ion contained in 
SSA records. The case is then referred to DHS for employment  eligibilit y 
verificat ion. DHS responds to m ost  of these cases within 24 hours, although 
DHS is perm it ted up to three (3)  Federal governm ent  workdays in which to 
respond. You should check the system  daily for a response.  

 
• DHS TENTATI VE NONCONFI RMATI ON: ( Photo Tool Non- Match) : This 

response indicates that  the Em ployer determ ined that  the photo on the 
employee’s document  does not  match the photo supplied by E-Verify. At  this 
point , inform  the employee of the DHS Tentat ive Nonconfirmat ion and give 
them  the opt ion to contest . 

 

• REVI EW  AND UPDATE EMPLOYEE DATA: I n som e cases, SSA will prom pt  
you to review and update the employee informat ion you entered into E-Verify 
and resubmit  the case (see Sect ion 3.2.6.1.2) . This m eans that  SSA has 
determ ined that  there appears to be a discrepancy in the Employer’s data. This 
discrepancy may result  from  any of the following situat ions:  

 
• An Em ployer typing error on E-Verify;   
• The newly hired employee unintent ionally provided incorrect  

inform at ion on the Form  I -9;  or  
• The newly hired employee intent ionally provided incorrect  informat ion 

on the Form  I -9.  
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3 .2 .6 .2  I nit iat ing a Resubm it ta l Case to SSA  

 
I f the response "Review  and Update Em ployee Data then Resubm it "  appears, 
there was an error found in the em ployee’s data that  you subm it ted for the init ial 
verificat ion.  Review the employee’s "Form  I -9"  and correct  the informat ion in E-Verify 
as needed before you cont inue the case. You will receive a response immediately. 
 
To resubm it  a case to SSA, perform the following steps:  
 

1.  Review with the employee, or have the employer review with the employee, 
the accuracy of the inform at ion they provided on the Form  I -9. I f the 
employee made a m istake on the Form  I -9, update the Form  I -9 for your 
records. 

 
2.  Access the employee’s Case Details page to ensure that  you entered the 

informat ion on the employee’s Form  I -9 correct ly into E-Verify. 
 
3.  I f you need to make changes to the employee’s informat ion in E-Verify, select  

I nit iate SSA Resubm it tal on the Case Details page.  
 
Exhibit  3 - 1 0 : I nit iate SSA Resubm it ta l 

 
 

4.  The Modify SSA I nform at ion  sect ion will appear on the Case Details page. 
Edit  the informat ion confirmed by the employee in the Modify SSA 

I nform at ion  sect ion. 
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Exhibit  3 - 1 1 : Case Details Page to Modify SSA I nform at ion 

 

 
 

5.  Select  Subm it  SSA Resubm it tal.  The Confirm  SSA Resubm it tal page 
appears with a warning message and a Subm it  SSA Resubm it ta l but ton. 

 

Exhibit  3 - 1 2 :  Case W arning 

 

 
 
6.  Read the warning m essage on the Confirm  SSA Resubm it ta l page. 

Em ployers m ay only resubm it  a case once.  Therefore, you m ust  ensure that  
you meet  the Resubm it tal cr iter ia in the warning message before proceeding 
with the Resubm it tal. 

 
7.  Select  Subm it  SSA Resubm it tal.  When you do so, the informat ion is 

compared to SSA records and E-Verify will provide a response within seconds.  
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3 .2 .7   DHS Verificat ion in Process 

 

Exhibit  3 - 1 3 :  DHS Verificat ion in Process 

 
 
Once SSA verifies that  the furnished informat ion on the employee matches the 
inform at ion in SSA records, SSA refers the case to DHS to verify the employee’s 
employment  eligibilit y. I f DHS is unable to elect ronically verify the informat ion, the 
case is sent  to an I mmigrat ion Status Verifier, result ing in a DHS VERI FI CATI ON I N 
PROCESS.  A DHS VERIFI CATI ON IN PROCESS could have the following results:  
 

• EMPLOYMENT AUTHORI ZED :  This response indicates that  em ploym ent  
eligibilit y is verified and the case can be resolved.  

 
• DHS TENTATI VE NONCONFI RMATI ON: This response indicates that  

employment  eligibilit y could not  be verified;  therefore the employee must  be 
not ified of the response and referred to DHS if he or she contests.  

 
• DHS TENTATI VE NONCONFI RMATI ON ( Photo Tool Non- Match) : This 

response indicates that  the Em ployer determ ined that  the photo on the 
employee’s document  does not  match the photo supplied by E-Verify. At  this 
point , inform  the employee of the DHS Tentat ive Nonconfirmat ion and give 
him  or her the opt ion to contest . 

 
• CASE I N CONTI NUANCE: This response indicates that  DHS needs m ore than 

10 Federal government  workdays to resolve employment  eligibilit y. You must  
wait  unt il DHS provides a definit ive response before resolv ing the case.  

 

I MPORTANT 

 
 
The em ployee should cont inue working throughout  the 
verificat ion process. 

 
3 .2 .7 .1   I f  an Em ployee Receives a DHS TNC  

 
I f DHS sends a DHS TENTATI VE NONCONFIRMATI ON message, perform  the following 
steps:  
 

1.  Not ify the employee of the TNC as soon as possible.  
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Exhibit  3 - 1 4 : TNC Response 

 

 
 

2.  Select  Not ificat ion to Em ployee  to display the TNC not ice in either English 
or Spanish. The Not ice to Em ployee of Tentat ive Nonconfirm at ion  will 
appear. 

 
3.  Print  the Not ice to Em ployee of Tentat ive Nonconfirm at ion  using your 

browser’s pr int  opt ion. 
 

4.  Provide the not ice to your employee and review it  with them. I nst ruct  the 
employee to indicate whether he or she wants to contest  the TNC by clicking 
Contest  or Not  Contest .  

 
5.  I nst ruct  the em ployee to sign and date the not ice in the Signature of 

Em ployee  area. 
 

6.  The Em ployer also m ust  sign and date the not ice in the Signature of 

Em ployer Representat ive  area. 
 

7.  Give a copy of the signed not ice to the employee.  
 

I MPORTANT 

 
The Not ice to Em ployee of Tentat ive Nonconfirm at ion  
not ifies the employee of the TNC response, but  does not  
provide inst ruct ions on how to resolve the discrepancy in the 
employee’s records. I f the employee contests the TNC, the 
Employer must  provide an SSA or DHS Referral Let ter  to the 
employee. 

 
 

 
 
 

8.  File the original signed Not ice  to Em ployee of Tentat ive Nonconfirm at ion  
with the employee’s Form  I -9. 
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9.  I f the employee does not  contest  the TNC, select  Resolve Case . (See Sect ion 

3.2.8) . The Employer may now term inate employment  with no civil or  cr im inal 
liabilit y as noted under “Responsibilit ies of the Employer”  in the Memorandum 
of Understanding (MOU) . 

 
10.  I f the employee contests the TNC, you must  elect ronically refer the employee 

to the appropriate agency. Select  I nit iate DHS Referral at  the bot tom of the 
screen, which allows DHS elect ronic access to the employee’s case when he or 
she calls DHS to resolve the discrepancy in his or her record. The Employer 
m ay not  take act ion against  the employee while the employee resolves his or 
her case within the t im e allot ted.  

 

I MPORTANT 

 

 The employee must  contact  DHS by phone within eight  (8)  
Federal government  working days of referral to resolve his or 
her employment  eligibilit y.  

 
 

I MPORTANT 

 
 
When em ployees do not  contest  a DHS TNC, Em ployers can 
term inate employment  without  being liable for civil penalt ies. 

 
3 .2 .7 .2   Referr ing an Em ployee to DHS 

 
I f the employee contests the DHS TNC, you must  refer him  or her to DHS to resolve 
the discrepancy in the employee’s record. To refer an employee to DHS, perform  the 
following steps:  
 

1.  Access the Case Details page, then select  I nit iate DHS Referral. The 
Confirm  Em ployee Not ificat ion  page will appear with the quest ion:  “Has the 
employee been not ified of the Tentat ive Nonconfirm at ion Not ice?”  Two but tons 
also appear:  Not ified  and Not  Not ified .  

 
2.  I f the em ployee has been not ified of the referral, select  Not ified.  The DHS 

referral let ter will appear. 
 
3.  Print  the DHS referral let ter using your browser’s print  opt ion and review it  

with the employee. The let ter provides specific inst ruct ions for the employee 
on how to contact  DHS in order to rem edy the TNC. Failure to provide the 
let ter to the em ployee m ay const itute unlawful discr im inat ion. 

 
4.  I nst ruct  the employee that  he or she has eight  (8)  Federal government  

working days from  the date of referral to resolve the discrepancy in his or her 
case.  

 
5.  Both you and the employee will sign the referral let ter. Before filing with the 

employee’s Form  I -9, provide a copy to the em ployee.  
 

6.  Check E-Verify daily for a response.  
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Contact  I nform at ion 

 
The toll- free number on the DHS referral let ter is staffed by 
I m m igrat ion Status Verifiers. Office hours are 7 a.m . unt il 5: 30 
p.m ., Pacific Standard Time. To contact  an I mmigrat ion Status 
Verifier to resolve a case call  (888)  897-7781. I f an 
I m m igrat ion Status Verifier requests inform at ion be faxed to 
them their toll- free fax num ber is (888)  265-0999. 

 
 

 
E-Verify will provide one of the following responses, depending on whether the 
em ployee contacts DHS:  
 

• EMPLOYMENT AUTHORI ZED :  This response indicates that  the employee 
contacted DHS and is authorized to work. The Employer should resolve the 
case in E-Verify. 

 
• DHS EMPLOYMENT UNAUTHORI ZED :  This response indicates that  the 

employee contacted DHS and is not  authorized to work. The Employer should 
resolve that  employee’s case within E-Verify. Also, the Employer may now 
term inate employment  with no civil or cr im inal liabilit y as noted in Art icle I I ,  
Sect ion C – Responsibilit ies of the Employer (# 6)  in the MOU. 

 
• DHS NO SHOW :  This response indicates that  the employee did not  contact  

DHS, and 10 Federal government  workdays have passed since the date of 
referral. This response is considered a Final Nonconfirmat ion, and if received, 
the Employer should resolve the case. Also, the Employer may now term inate 
employment  with no civil or cr im inal liabilit y as noted in Art icle I I ,  Sect ion C – 
Responsibilit ies of the Em ployer (# 6)  in the MOU. 

 

3 .3    Photo Screening Tool   
 
With the Photo Screening Tool, Employers can determ ine whether employee 
docum ents are fraudulent  by m atching the photograph on the employee’s document  
to the official photo displayed by E-Verify.   The Photo Screening Tool is act ivated 
automat ically when employees present  the Perm anent  Resident  Card ( I -551)  (Exhibit  
3-16)  or an Em ploym ent  Authorizat ion Card ( I -766)  (Exhibit  3-17)  for complet ion of 
the Form  I -9. 
 

TI P 

 
 

 Addit ional document  types checked by the Photo Screening Tool 
m ay be added in the future. 
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Exhibit  3 - 1 5 : Perm anent  Resident  Card 

 

 
 
 
Exhibit  3 - 1 6 : Em ploym ent  Authorizat ion Card 

 

 
 
3 .3 .1  Rules for  Use of the Photo Screening Tool 

 

Employers must  follow these rules when the Photo Screening Tool is act ivated in E-
Verify:  

 
1.  Em ployers m ay not  require non-cit izens to present  Permanent  Resident  Cards 

(PRC)  or Em ploym ent  Authorizat ion Cards (EAC)  to act ivate the Photo 
Screening Tool.  

 
2.  Employers must  make a photocopy of the new hire’s PRC or EAC docum ent . 
 
3.  Em ployers m ust  keep the photocopy on file with the Form I -9 for the 

employee. 
 
4.  Employers may only verify the photos for new hires being verified through E-

Verify. Employers may not  use the tool for applicants or exist ing employees. 
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3 .3 .2  I nit ia l Verificat ion w ith the Photo Screening Tool 

 

To subm it  an init ial ver ificat ion in which the Photo Screening Tool will act ivate, follow 
these steps:  
 

1.  Select  I nit ia l Verificat ion  from  the Case Adm inist rat ion  menu. The I nit ia l 

Verificat ion  page will appear. 
 

2.  Select  the status to which the employee at tests:   
 

• Cit izen of the United States 
• Lawful Perm anent  Resident  
• Alien Authorized to Work 

 
3.  After you select  the employee’s status, you will be asked to select  the 

document  the employee has presented as Form  I -9 docum entat ion. 
 
4.  After select ing the docum ent  type, enter the employee informat ion from  the 

Form  I -9 on the next  screen and click Next .  
 
5.  I f the employee presented a PRC or EAC during the Form  I -9 process, enter 

the card number on the Enter Em ployee I nform at ion  page.   
 

I MPORTANT 

 
All new cards have a card num ber consist ing of three (3)  let ters 
and 10 num bers. To find the card num ber, click on the blue 
quest ion mark icon next  to the Card Num ber  field and a help 
page will appear.   

  
Older Perm anent  Resident  Cards ( I -551)  without  expirat ion dates 
do not  have card num bers and cannot  be verified with the Photo 
Screening Tool. When an employee presents this card, enter 
AAA0000000000 in the Card Num ber  field to cont inue. No photo 
will display. 

 
 
A confirm at ion screen appears that  gives you a chance to check for errors. I f you 
entered any informat ion incorrect ly, correct  the informat ion and select  Cont inue 

Verificat ion .   Do not  use your browser’s Back but ton.  
 
 

TI P 

 
 
Always check your work;  incorrect ly entered informat ion will 
lead to a TNC and delay the verificat ion process. 

 
I f the employee provides docum entat ion other than a PRC or EAC, the Photo 
Screening Tool will not  act ivate and the E-Verify process will cont inue as usual.  
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3 .3 .3  Verifying the Photograph 

 
A photo will be displayed on the E-Verify screen only  if all of the following condit ions 
are met :  
 

• The employee presented a PRC or EAC during the Form  I -9 process.  
• The Employer entered the correct  card num ber (See Sect ion 3.3.2)  
• The informat ion entered from  the employee’s Form  I -9 m atches the records in 

SSA and DHS databases. 
• E-Verify is able to locate a photograph in the Departm ent  of Hom eland 

Security’s database for that  individual. 
 
I f the four condit ions listed above are m et , E-Verify will display the photograph that  
corresponds to the informat ion you entered and ask you to choose one of the 
following:   
 

• Yes:  This means the photo on the employee’s document  matches the photo 
displayed by E-Verify. Clothing, hair style, facing direct ion and appearance on 
the card should be ident ical to the photo displayed by E-Verify. 

 
• No:  This means the photo on the employee’s docum ent  is not  ident ical to the 

photo displayed by E-Verify. (Even if it  looks like the same person, the 
clothing, hair style, facing direct ion and appearance should be ident ical) . 

 
• Cannot  determ ine :  This means the Employer could not  determ ine whether 

the photo on the employee’s document  matches the photo displayed by E-
Verify.  

 
3 .3 .3 .1   Standard for Photographic Com parison 

 
USCI S recognizes that  Employers are not  experts in comparing docum ents or 
photographs. However, because the photograph t ransm it ted by E-Verify should be 
ident ical to the photograph that  appears on an employee’s USCI S- issued document , 
Employers should be able to determine whether the photographs match.  
 
Employers should determ ine if the photograph supplied by E-Verify reasonably 
appears ident ical to the photograph on the employee’s USCI S- issued docum ent . 
USCI S does not  require 100 percent  certainty in determ ining whether photographs 
are ident ical. For example, Employers should account  for m inor variances in shading 
and detail between the two photographs based upon the following non-exhaust ive list  
of factors:   
 

• The age and wear of the employee’s DHS- issued document  
• The quality of your computer m onitor 
• Whether you are com paring the E-Verify generated photograph with a copy or 

faxed copy of an em ployee’s docum ent  
 

3 .3 .4  View ing the Results of a  Photo Verificat ion 

 

Within seconds of verifying the photo, the Case Details page will display the results 
in the I nit ia l Verificat ion Results sect ion.  
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Exhibit  3 - 1 7 : I nit ia l Verificat ion page w ith Sam ple Photograph 

 

 
 
The I nit ia l Eligibility  statement  will be one of the following responses:  
 

• EMPLOYMENT AUTHORI ZED: This response indicates you select  Yes 

because the photos were ident ical, and that  employment  eligibilit y is verified. 
You may now resolve the case.  

 
• TENTATI VE NONCONFI RMATI ON ( TNC) : This response indicates you 

selected No because the photos were not  ident ical.  You must  not ify the 
em ployee of the TNC response and refer him  or her to DHS if he or she 
chooses to contest  this finding.  I f your employee contests the TNC, follow the 
inst ruct ions in 3.3.6 to subm it  a copy of the docum ent  to DHS.  You m ay not  
take adverse act ion against  the employee based on a TNC unt il it  is resolved.  
This response does NOT indicate the employee is not  authorized to work. 

 
• PHOTO TOOL NON- MATCH RESULTI NG I N DHS TENTATI VE 

NONCONFI RMATI ON: This response indicates that  you could not  determ ine 
whether the employee’s photo on his or her docum ent  m atched the photo 
displayed by E-Verify. You must  not ify the employee by providing the 
Not ificat ion to Em ployee: Verificat ion in Process to him  or her. and 
subm it  a copy of the docum ent  to DHS when this response is received.  Once 
receiv ing a copy of the document , DHS responds to m ost  of these cases within 
24 hours.  

 
To send a copy of the docum ent  to DHS, select :  
 

• Subm it  Elect ronic Docum ent .  The file m ust  be in .GI F form at .  
• Mail Paper Copy . See Sect ion 3 .3 .6  for m ore inform at ion about  

mailing documents to DHS and using DHS’ courier service. 
 
Check the system  daily for a response. Addit ional DHS verificat ion is not  
grounds for adverse act ion against  the employee. 

 
3 .3 .5  Referr ing an Em ployee to DHS after  Photo Verificat ion 

 

I f the employee contests a TNC or receives a not ice of Verificat ion in Process when 
the Photo Screening Tool is used, you m ust  refer him  or her to DHS to resolve the 
discrepancy in his or her record according to the steps below:  
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1.  Select  the I nit iate DHS Referral but ton. 
 

TI P 

 
 
Cannot  Determ ine cases are automat ically referred to DHS, so 
you will not  need to select  I nit iate DHS Referral.  

 
2.  On the following page, select  Not ified  if the employee has been not ified of the 

TNC and has signed the Not ice to Em ployee of Tentat ive 

Nonconfirm at ion .  
 

3.  Choose whether to upload or mail copies of the employee’s documents by 
select ing either Subm it  Elect ronic Docum ent  or Mail Paper Copy . I f you 
choose to upload an elect ronic copy of the docum ent , the file m ust  be in .GI F 
format . For mailing opt ions, see Sect ion 3 .3 .6 .  

 
4.  On the following page, select  Not ificat ion to Em ployee: Referral to the 

Departm ent  of Hom eland Security  at  the bot tom  of the screen. The referral 
let ter is available in English and Spanish. 

 
5.  Print  the referral let ter using your browser’s print  opt ion. 

 
6.  Sign and date the referral let ter. 

 
7.  I nst ruct  the em ployee to read, sign and date the referral let ter. 

 
8.  Make two copies of the signed referral let ter – one for the package that  will be 

sent  to DHS and one for the employee. 
 

9.  Give the referral let ter to the employee. 
 
10.  Follow the inst ruct ions in Sect ion 3.3.6 to send paper copies of documents to 

DHS.  
 

I MPORTANT 

 

 Only  send DHS a copy or the em ployee’s docum ent  and 
referral let ter if there has been a photo m ismatch or you could 
not  determ ine whether the photographs m atched. 

 
 
 
 

3 .3 .6  Mailing Copies of Docum ents to DHS 

 
You m ay send the docum ents via an express m ail courier of your own choice at  your 
own expense. Keep in m ind that  USCI S m ust  have this docum entat ion in order to 
resolve the employee’s Tentat ive Nonconfirmat ion. 
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Your package must  include:  
 

• A photocopy of the employee’s PRC or EAC 
• A photocopy of the employee’s DHS referral let ter 

 

I MPORTANT 

 
 

Do NOT send original docum ents to USCI S.   

 
You may send copies of the employee’s documentat ion using an express mail courier 
service of your choice. Do NOT send via regular USPS mail.  Please send to:  
      

Status Verificat ion Unit  /  Photo Tool 
Verificat ion Division Mail Stop 2610 
US Cit izenship and I mmigrat ion Services 
490 L’Enfant  Plaza East , SW Suite 8001, 
Washington DC 20529-2610 

 

3 .3 .7  E- Verify Responses after  Em ployee Referral to DHS 
 
The employee has 8 Federal government  workdays from  the date of referral to 
resolve the discrepancy in his or her case by calling a toll- free number provided on 
the referral let ter and providing the I mmigrat ion Status Verifier with his or her 
verificat ion number and other informat ion on the referral let ter. 
 
E-Verify will provide one of the responses previously described on page 28 within 10 
days of the referral, depending on whether the employee contacts DHS. 

 

3 .4  Resolving Cases 
 

The final step in the E-Verify process is to resolve the case. Resolving cases will:   
 

• Rem ove cases from  your screen, and 
• Assist  DHS with m aintaining stat ist ics on the E-Verify program. 
 

I f you do not  resolve your cases, the system will indicate that  you have cases 
requir ing act ion and that  som e of those cases need to be closed. You m ay resolve a 
case under the following circum stances:  
 

• When the SSA response is either EMPLOYMENT AUTHORIZED or SSA FI NAL 
NONCONFIRMATI ON. 

 
• When the DHS response is EMPLOYMENT AUTHORI ZED, DHS EMPLOYMENT 

UNAUTHORI ZED, or DHS NO SHOW.  
 

• When the employee does not  contest  a response of SSA TNC or DHS TNC. 
 

• When the employee quits or has been term inated for reasons unrelated to 
imm igrat ion status while the verificat ion query is in process.  
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• When a duplicate case or case with incorrect  data was entered into the 
system, you should resolve as an invalid query. 

 
You may not  resolve a case if you receive a response of SSA CASE IN CONTINUANCE 
or DHS CASE I N CONTINUANCE.  Your employee should cont inue to work unt il SSA or 
DHS returns one of the responses listed above. 
 
After you resolve the case, the Case Resolut ion  sect ion appears on the Case 

Details page, which includes the case resolut ion, the User I D of the person who 
resolved the case, and the date of resolut ion. The Case Details page also includes 
the informat ion on the case in the order in which it  was entered or supplied by the 
system . I t  is recom m ended that  you print  the case informat ion for your records. 
 

Exhibit  3 - 1 8 : Case Details Page 

 

 
 
To resolve a case, perform  the following steps:  
 

1.  Access the Case Details page if it  is not  already displayed. 
 

2.  Select  Resolve Case . 
 

3.  I n the Enter Case Resolut ion  sect ion, select  the appropriate resolve opt ion.  
 

Exhibit  3 - 1 9 : Case Details Page w ith Resolut ion Opt ions 
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• Resolved Authorized :  Select  this opt ion when employment  is authorized. 

 
• Resolved Unauthorized/ Term inated :  Select  this opt ion when 

employment  is not  authorized (SSA FI NAL NON-CONFI RMATI ON, DHS 
EMPLOYMENT UNAUTHORI ZED, or DHS NO SHOW), or when there is an 
uncontested TNC response and employment  is term inated. 

 
• Self Term inated: Select  this opt ion if an employee quits or is term inated 

for reasons unrelated to employment  eligibilit y status while the verificat ion 
query is in process. 

 
• I nvalid Query: Select  this opt ion if you discover that  you sent  a duplicate 

query, or a query with incorrect  data. 
 

• Em ployee Not  Term inated: Select  this opt ion to not ify DHS that  you are 
not  term inat ing an employee whose employm ent  is not  authorized (SSA 
FI NAL NON-CONFI RMATI ON, DHS EMPLOYMENT UNAUTHORI ZED, or DHS 
NO SHOW), or who is not  contest ing a TNC response.  

 
Em ployers who fail to not ify E-Verify that  they are choosing to NOT term inate an 
employee who has received an FNC may be subject  to a civil money penalty of 
between $550 and $1,100. 
 

4.  Select  Subm it  Resolve Case . The Enter Case Resolut ion  sect ion changes 
to the Case Resolut ion  sect ion, and the Print  Case Details but ton returns to 
the Case Details page. 

 

I MPORTANT 

 
 

Once you have resolved a case, no further changes may be made 
to the case. 

 
5.  Select  Print  Case Details.  

 
6.  The Case Details Report  appears on another page. 

 
7.  Print  the report  by select ing your browser’s pr int  opt ion. 

 
8.  Select  Back  on the browser’s toolbar to return to the Case Details page. 

 
9.  Select  Close  to return to the Case Sum m ary List .   

 
10.  File the report  with the employee’s Form  I -9. 

 

TI P 

 
 

You m ay print  the Case Details Report  at  any t im e during the 
verificat ion process. 
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3 .5  Searching for  Cases 
 
The View  Cases opt ion allows you to search for cases, display a list  of cases, and 
access the details of a specific case. 
 
Exhibit  3 - 2 0 : Case Search Page 

 

 
 
You are able to search by Case Status if you choose:  
 

• All Open Cases-This feature allows the user to see all open cases. 
• Cases Requir ing Act ion-  This feature allows the user to see cases requir ing 

act ion. 
• Cases in Process-This feature allows the user to see cases current ly pending in 

E-Verify. 
• Resolved Cases-This feature allows the user to select  the appropriate opt ion to 

resolve (close)  all cases queried through the E-Verify system . 
 
Once you have selected the appropriate case status, you m ay search by:  
 

• Case Verificat ion Number 
• Alien Number 
• I -94 Number 
• Social Security Number 
• Date I nit iated From 
• Date I nit iated To 
• I nit iated By 

 
Select  Display Case Sum m ary List  after you have entered your search term s. 
 
3 .5 .1  Navigat ing the Case Sum m ary List  Page 

 

After entering the case search cr iter ia, each row on the Case Sum m ary List  page 
displays informat ion for a single case, which is ident ified by the verificat ion number. 
Click the row of the case you wish to exam ine to open the case sum mary. 
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4 .   User Adm inist rat ion 
 

Employers may use the User Adm inist rat ion  m enu to change passwords and update 
personal profiles. 
 

4 .1   Changing Your Passw ord 
 

Passwords need to be protected;  therefore, do not  write down passwords or share 
them  with anyone. I f you feel that  your password m ay have been com prom ised, 
change it  im m ediately. 
 
Exhibit  4 - 1 : Change Passw ord Page 

 

 
 
To change your password, perform  the following steps:  
 

1.  Select  Change Passw ord  from  the User Adm inist rat ion  menu. The Change 
Password page will appear. 

 
2.  Type your current  password in the Old Password field. 
 
3.  Type your new password in the New Password and the Re-Type New Password 

fields. The new password cannot  be the same as any of your last  six 
passwords.  

 
4.  View the confirm at ion m essage:  
 

• I f the system processed the password change, then use the new 
password for the next  E-Verify session. 

• I f the system  was unable to process the password change due to user 
error, carefully repeat  the steps for changing your password. 

• I f the system was unable to process the password change, t ry changing 
your password later. 
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4 .1 .2  Passw ord Requirem ents 

 

Passwords m ust  be at  least  eight  characters but  no m ore than 14 characters in length 
and must  include at  least  three of the following characters:  

 

1.  At  least  one uppercase or lowercase let ter and be between 8-14 characters 

long;   

2.  At  least  one number;   

3.  At  least  one special character (Special characters include:  !  @ $ %  *  (  )  <  >  ? 

:  ;  {  }  +  -  ~ ) ;   

4.  Contain no m ore than two ident ical consecut ive characters in any posit ion from  

the previous password;   

5.  Contain a non-num eric in the first  and last  posit ions;   

6.  Not  be appended with a single digit  or with a two-digit  "year"  st r ing, such as 

“Welcom e98” ;  and, 

7.  Not  be ident ical to the User I D. 

Addit ionally, as a policy, passwords shall not :   

1.  Contain any dict ionary word;  

2.  Contain any proper noun or the nam e of any person, pet , child, or fict ional 

character, nor any employee serial number, Social Securit y Number, bir th 

date, phone number, or any informat ion that  could be readily guessed about  

the creator of the password;   

3.  Contain any sim ple pat tern of let ters or num bers, such as "qwerty"  or 

"xyz123";  and, 

4.  Be any word, noun, or nam e spelled backwards. 

I L!keH2O is an exam ple of a password that  is eight  characters in length with three of 
the four required characterist ics (an uppercase let ter, a lowercase let ter, and a 
num ber) . 
 
Passwords are case-sensit ive.  
 

4 .2  How  to Retr ieve a Forgot ten Passw ord or Reset  a  Locked 

Passw ord 
 
The password challenge enables you to reset  your password if you forget  your 
password, or if your account  is locked after three consecut ive, unsuccessful login 
at tem pts. 
 
To act ivate the password challenge, you m ust  select  the Forgot  Your Passw ord 

Link on the login page and correct ly answer three quest ions that  you have chosen 
beforehand.  
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Once you have selected Passw ord Challenge Q&A,  select  the quest ion you want  to 
use for each of the three challenge quest ions and enter the answer in the Answ er  
field and then select  Subm it .  
 
All new users are required to set  up their password challenge quest ions and answers 
when they first  log in to E-Verify.  However, if you haven’t  set  up your quest ions and 
answers or if you feel your answers have been comprom ised, select  Change 

Passw ord  from  the User Adm inist rat ion  m enu. The Change Passw ord  page will 
appear. I f the system processed the password change, use the new password for your 
next  E-Verify session.  
 

4 .3    Passw ord Challenge Q&A 
 
The password challenge Q & A enables you to reset  your password without  having to 
contact  a Program Adm inist rator if you forget  your password or if your account  is 
locked after three consecut ive, unsuccessful login at tem pts.  
 
Exhibit  4 - 2 : Passw ord Challenge Q&A 

 

 
 
To act ivate the Password Challenge Q & A, perform  the following steps:  
 

1.  Select  Passw ord Challenge Q&A from  the User Adm inist rat ion  m enu. 
 

2.  Select  the quest ion you want  to use for each of the three challenge quest ions, 
enter the answer in the Answ er  field, and select  Subm it .  

 
I f you decide to change any of the quest ions at  a later t im e, you m ust  reset  the other 
quest ions and answers. You can reuse any quest ions and answers. Like passwords, 
you should not  share answers to these quest ions since these enable you to change 
your password. 
 

4 .4    Updat ing Your Profile  
 

Each person with access to E-Verify has a user profile that  includes his or her nam e, 
telephone number, fax number, and e-mail address. Users should update this 
inform at ion whenever necessary using the Change User Profile  page. 
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Exhibit  4 - 3 : Change User Profile  Page 

 

 
To update your profile, perform  the following steps:   
 

1.  Select  Change Profile  from  the User Adm inist rat ion  menu. The Change 

User Profile  page will appear. 
 

2.  Add informat ion or edit  the fields as necessary. An aster isk ( * )  next  to a field 
indicates that  it  is a required field. 

 
3.  Select  Subm it  User Profile  Changes. The Change User Profile  Results 

page, which contains the confirmat ion message and your profile informat ion, 
will appear. 

 
4.  Review the confirm at ion m essage to see whether the request  for profile 

updates was successful. I f the system  was unable to process the user profile 
updates, the user should update his or her profile at  a later t ime. I f the second 
profile update at tempt  fails, contact  the Technical Help Desk at  1-800-741-
5023. 

 

5 .   Site Adm inist rat ion ( Program  Adm inist rators Only)  
 

Program Adm inist rators use the Site Adm inistrat ion  m enu to:  
 

• Add General Users and other Program Adm inist rators located at  their site. 
• Change or update their company’s profile informat ion. 
• Term inate their company’s access to E-Verify. 

 

5 .1    Adding a User Account  
 

The Program Adm inist rator may add E-Verify user accounts on the Add User –  

Personal I nform at ion  page.  
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Exhibit  5 - 3 : Add User Page w ith Personal I nform at ion Sect ion 

 

 
To enter a new user’s inform at ion, perform  the following steps:  
 

1.  Click the Add User but ton.  
 
2.  Enter the user’s role, first  and last  nam e, telephone num ber and e-mail 

address, and opt ional fax number in the provided fields, then select  Next . 
 

• The user roles relate to what  informat ion and funct ions users may 
access. They are:  

 
• General Users:  Perform  verificat ion queries, view reports, and 

update their personal user profiles. 
 

• Program  Adm inist rators:  Create user accounts at  their sites for 
other Program Adm inist rators and General Users, view reports, 
perform  verificat ion queries, update profile informat ion, and unlock 
user accounts. New users m ust  be located at  the site with the 
Program Adm inist rator. 

 
E-Verify will generate a User I D for the new user, which will appear in the User I D  
field on the Add User –  Enter Passw ord page. You m ay either accept  or change this 
User I D. This is the only opportunity you will have to m odify the User I D. 
 
The User ID m ust  be exact ly eight  characters. The characters m ay be let ters, 
num bers or a com binat ion of both. The User I D is not  case-sensit ive.  
 

3.  Enter a temporary password in the Passw ord  and Retype Passw ord  fields. 
Create the password using the password requirem ents in Sect ion 4.1.2. When 
the user logs into the system for the first  t im e, he or she will be prom pted to 
change the password. 

 
4.  Select  Subm it  New  User .  
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I MPORTANT 

 

 Each user at  your site m ust  have his or her own User I D and 
password. For security purposes, passwords must  not  be shared, 
posted or writ ten down.  
 

 

5 .2  View ing and Modifying User Accounts 
 
The View  Users opt ion allows you to view and maintain user accounts, including 
delet ing users, changing or updat ing user informat ion, and reset t ing user passwords. 
 
To search for a user, perform  the following steps:  
 

1.  Select  View  Users from  the Site Adm inist rat ion m enu to access the Enter  
User Search Criter ia  page.  

 
Exhibit  5 - 3 : Enter  User Search Criter ia  Page 

 

 
 

2.  To search by User I D, select  the person’s User I D from  the User  list .  
 

3.  To search by first  or last  nam e, type up to 30 alphabet ic characters (hyphens 
and spaces allowed)  or enter a part ial name and use the percent  (% )  sign 
before or after as a wildcard character.  

 
For exam ple, to find all users whose name begins with “ JU” , enter “Ju% ”  in the 
First  Name field. The search results will include users with names such as 
June, Juan and Juanita. 

 
4.  Select  Display User Sum m ary List ,  which will take you to the User 

Sum m ary List  page. 
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To view and m odify a user’s account , perform  the following steps:  
 
1.  On the User  Sum m ary List  page, select  the User I D of the user for which you 

searched to open the user’s View / Modify User I nform at ion  page. 
 
Exhibit  5 - 4 : User Sum m ary List  page  

 

 
 

2.  Modify the user’s informat ion in the View / Modify User I nform at ion  fields 
provided and select  Subm it  User Modificat ions.  

 

Exhibit  5 - 5 : Adm inister  Users Page 
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3.  Reset  a user’s password by typing a tem porary password into the New  

Passw ord  and Re- type New  Passw ord fields, then select  Subm it  User 

Modificat ions.  
 

5 .3  Delet ing User Accounts 
 

I f a user leaves the company or will no longer access E-Verify, a Program  
Adm inist rator m ust  delete the user’s account .  
 

   

To delete a user account , perform  either  of the following steps:  
 

1.  Select  Delete  in the row of the user’s account  you wish to delete on the User 

Sum m ary List  page (See Exhibit  5-4) .  
 
2.  Select  Delete User  on the View / Modify User I nform at ion page (See 

Exhibit  5-5) . 
 
I n both instances, the User Delet ion I nform at ion  page will open, which displays 
the informat ion for the user whom you want  to delete. Select  Delete User  to delete 
the user’s account .   
 

Exhibit  5 - 6 : User Delet ion I nform at ion  Page 

 

 
 

5 .4  Maintaining Com pany I nform at ion 
 
To update your company’s informat ion in E-Verify, perform the following steps:   
 

1.  Select  Maintain Com pany  from  the Site Adm inist rat ion  m enu. The 
Com pany I nform at ion  page will display the current  inform at ion for your 
com pany. 

 
2.  To m odify any sect ion of the Com pany I nform at ion  page, select  View / Edit  

in the sect ion you want  to modify, i.e. Com pany Nam e  and Physical 

Locat ion , Points of Contact ,  NAI CS Code, Total Hir ing Sites and Total 

Points of Contact .  
3.  Make the required changes and select  Subm it .  
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Exhibit  5 - 7 : Com pany Sum m ary Screen 

 

 
 

5 .5  Request ing Term inat ion from  E- Verify Part icipat ion 
 

I MPORTANT 

 

 I f your company has more than one site using E-Verify and the 
ent ire com pany is request ing term inat ion, each of the com pany’s 
sites m ust  go through this process. 
 

 
To request  term inat ion of your company’s part icipat ion in E-Verify, perform  the 
following steps:   
 

1.  Select  Term inate Com pany Part icipat ion  from  the Site Adm inistrat ion  
m enu. The Term inate Com pany Part icipat ion  page will open. 

Exhibit  5 - 8 : Request  Term inat ion Page 
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2.  Type the reason for term inat ion in the Term inat ion Request  Reason  field.  
 

3.  Select  Request  Term inat ion .  
 
A message will appear inform ing you that  the E-Verify office will be not ified of your 
site’s request  to term inate its part icipat ion in the program. 
 

6 .   Reports 
 
Em ployers may use the Reports m enu to generate and view reports, as well as pr int  and save 
reports.  
 
There are three types of reports that  m ay be generated:  

 

Exhibit  6 - 1 : Request  Term inat ion Page 

 

 
 
Corporate Overview  -This report  displays the number of cases init iated by your 
company within a fiscal year. I f your company has not  init iated any queries during the 
fiscal year, they will st ill appear on the report  with zero totals 
This report  is available to Corporate Adm inist rators and Program Adm inist rators. 
 
User Audit  Report -  The User Audio Report  provides general data on cases. The 
sum m ary includes the case verificat ion num ber, the date the case was init iated, the 
social security number, alien number, I -94 number, last  name, first  name, init ial 
verificat ion eligibilit y, addit ional verificat ion eligibilit y, third-step eligibilit y, and 
employer resolut ion code 
 
User Report -This report  displays a detailed list  of your com pany's users that  access 
E-Verify. 
 

6 .1  Generat ing, Print ing and Saving Reports 
 
You can choose from  a select ion of predefined reports and set  param eters for the generat ion of 
those reports.  
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To generate a report , perform  the following steps:  
 

1.  Select  View  Reports from  the Reports m enu. The Report  Select ion  page will 
appear. 

 
2.  Select  the appropriate report  from  the list  and view the descript ion if necessary;  the 

descript ion will appear on the lower half of the page. 
 

3.  Select  Next .  The Report  Param eter  Data Entry  page will appear with fields for the 
param eters and a Run Report  but ton. 

 
4.  Enter the param eters for the selected report . Refer to the table on the previous page(s)  

for the list  of appropriate param eters. 
 

 
5.  Select  Run Report .  The report  will appear as an Adobe Portable Docum ent  

Form at  (PDF)  file. 
 

6.  Select  Print  to print  the report . 
 

7.  Select  Save  to save the report . 
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Glossary 
 

A 

 

Acceptable Docum ents for  Verifying I dent ity and Em ploym ent  Eligibility 
Documents designated for determ ining employment  eligibilit y under the I mmigrat ion 
& Nat ionalit y Act  ( I NA)  are listed in the Handbook for Em ployers (M 274) , Part  Eight , 
page 22. 
 
The list  has been m odified since the publicat ion of the Handbook.  List  A now includes 
only the following:   (1)  an Unexpired/ Expired United States Passport ;  (2)  an Alien 
Regist rat ion Receipt  Card with a photograph or Permanent  Resident  Card (Form  I -
551) ;  (3)  an Unexpired Foreign Passport  with a Tem porary I -551 stamp or at tached 
Form  I -94 indicat ing unexpired employment  authorizat ion;  and (4)  an Unexpired 
Em ploym ent  Authorizat ion Docum ent  (EAD) issued by the Departm ent  of Hom eland 
Security which contains a photograph (Form  I -766) . 
 
List  B and C are unchanged from  those stated in the Handbook, but  list  B documents 
presented to an Employer part icipat ing in the E-Verify Program m ust  contain a 
photograph. 
 
Adm ission Num ber or I - 9 4  Num ber 

An 11-digit  number that  is found on the Arr ival-Departure Record (Form  I -94) . 
 

Alien ( Non- cit izen)  

Any person who is not  a cit izen or nat ional of the United States. 
 

Alien File ( A- File)  

The history file containing data and docum entat ion pertaining to an individual non-
cit izen. An A-File is created when any one of several Department  of Homeland 
Security act ions occur, for example, applicat ion for permanent  resident  status. 
 

Alien Regist rat ion Num ber ( “A” Num ber) / Alien I D Num ber/ or Alien Num ber)  

A unique 7- , 8-  or 9-digit  number assigned to a non-cit izen at  the t im e his or her A-
File is created.  
 
Alien Regist rat ion Receipt  Card, Form  I - 1 5 1  

This card was int roduced in 1946 and issued to lawful permanent  residents. Through 
18 years of various revisions, it  rem ained prim arily green in color causing it  to 
becom e known as a "green card."  As of March 20, 1996, the Form  I -151 is no longer 
acceptable as evidence of lawful permanent  resident  status. I f a non-cit izen is in 
possession of a Form  I -151, it  does not  revoke his or her lawful permanent  resident  
status;  however, the document  itself is expired and the applicant  should be referred 
to the Departm ent  of Hom eland Security for a replacem ent  card. 
 
Alien Status Verificat ion I ndex ( ASVI )  

A Departm ent  of Hom eland Security database accessed by benefit  issuing agencies, 
licensing agencies, other ent it ies and Employers to verify non-cit izen im m igrat ion and 
employment  eligibility status.  As of June 2004, ASVI  has been replaced by the 
Custom er Processing System  (CPS) . 
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Ant i- discrim inat ion Not ice 

The Ant i-discrim inat ion Not ice is published by the Office of Special Counsel for 
I mmigrat ion-Related Unfair Employment  Pract ices, Departm ent  of Just ice, and 
provides inform at ion to em ployees concerning discrim inat ion in the workplace.  The 
E-Verify Mem orandum  of Understanding requires part icipat ing Employers to display 
both the English and Spanish versions of the not ice in a prom inent  place that  is 
clear ly visible to prospect ive employees.  
 

Arr ival/ Departure Record ( Form  I - 9 4 )  

A docum ent  issued to non-cit izens when adm it ted into the United States.  Som e of 
these forms are stamped to indicate work authorized status.  The Form  I -94 contains 
an 11-digit  Adm ission Number, which may be used as part  of the Primary Query 
verificat ion process if the non-cit izen em ployee does not  have an Alien Regist rat ion 
Num ber. 
 
Asylee 

A non-cit izen already in the United States or at  a port  of ent ry, who is granted asylum 
in the United States, based on race, religion, nat ionality, or membership in a 
part icular social group or polit ical opinion. This status is covered by Sect ion 208 of the 
I m m igrat ion and Nat ionality Act  ( INA) . 
 
Asylum  

Asylum  m ay be granted to a person who is unable or unwilling to return to his or her 
count ry of nat ionality, because they fear persecut ion. 
 

B 

 

C 

 

Case in Cont inuance 

This response is given if the Social Security Adm inist rat ion or the Departm ent  of 
Hom eland Security needs m ore than 10 federal government  workdays to resolve a 
case.  The employee cont inues to work unt il a definit ive answer is provided in E-Verify 
from  the Social Securit y Adm inist rat ion or the Departm ent  of Hom eland Security. 
 
Case Verificat ion Num ber 

The Case Verificat ion Num ber is a unique number returned by the E-Verify system.   
Employers part icipat ing in the E-Verify Program are required to record the case 
verificat ion number on the employee’s Form  I -9 or to pr int  the screen containing the 
case verificat ion num ber and at tach it  to the em ployee’s Form  I -9. 
 
Client  com pany 

An individual or com pany that  hires a Designated Agent  to perform  E-Verify inquires’.  
 
Corporate Adm inist rator 

This user type can only view reports for the site where they are physically located.  
They can also update their personal user profile. 
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Could Not  Be Determ ined 

An Em ployer would select  “ could not  be determ ined”  when they are unable to 
determ ine whether there was a photographic m atch/ non-m atch based on a 
comparison of the document  provided by the employee and the picture displayed by 
E-Verify upon query.  As a result , these types of cases will automat ically be processed 
as secondary verificat ions where the decision as to a photograph m atch/ non-m atch 
will be made by DHS and will be final. 
 
Custom er Processing System  

The Departm ent  of Hom eland Security’s database accessed by benefit  issuing 
agencies, licensing agencies, other ent it ies, and Employers to verify im m igrat ion and 
employment  eligibilit y status. 

 
D 

 

DHS Verificat ion in Process 

The response given, if the employee’s informat ion matches the Social Security 
Adm inist rat ion (SSA)  records but  the Social Security Adm inist rat ion does not  have 
employment  eligibilit y informat ion for the non-cit izen employee. The system  
autom at ically forwards the case to the Departm ent  of Hom eland Security for 
verificat ion of employment  eligibilit y.  The Department  of Homeland Security 
responds to m ost  of these cases within 24 hours, but  has up to 3 Federal Governm ent  
workdays to respond.  An Em ployer should check the system periodically for 
response. 
 

Docum ent  Type 

Type of docum ent (s)  presented by the newly hired employee to verify ident ity and 
employment  eligibilit y. 
 
Designated Agent  

An individual or com pany that  perform s E-Verify inquires for another organizat ion(s) .  
 

E 

 

Em ployee Not  Term inated 

A closure opt ion used when the employee is not  term inated after the Em ployer 
receives a SSA Final Nonconfirmat ion;  DHS Em ploym ent  Unauthorized;  DHS No 
Show;  or if the employee is not  

   

term inated after he or she does not  contest  a Social 
Security Adm inist rat ion or Department  of Hom eland Security Tentat ive 
Nonconfirm at ion response. 
 
Em ploym ent  Authorized 

A response received from  either the Social Security Adm inist rat ion or the Department  
of Hom eland Security indicat ing the informat ion provided by the Employer matched 
the informat ion contained in the database(s)  and work eligibilit y has been confirm ed. 
 
Em ploym ent  Authorizat ion Docum ent  ( EAD)  I - 7 6 6  

A docum ent  issued to non-cit izens who are authorized to work tem porarily in the 
United States. The document  has been issued since January 1997. 
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Em ploym ent  Eligibility Verificat ion ( Form  I - 9 )  

Every t im e an Employer hires any employee to perform  labor or services in return for 
wages or other remunerat ion, the employee and the Employer must  complete the 
Form  I -9.  This requirement  applies to all employees hired after November 6, 1986. 
 

E- Verify 

E-Verify is a voluntary program ( formerly known as the “Basic Pilot  Program” )  in 
which employment  eligibilit y of all newly hired employees will be confirmed after the 
Employment  Eligibilit y Verificat ion (Form  I -9)  has been completed.  This involves 
separate verificat ion checks ( if necessary)  of databases maintained by the Social 
Security Adm inist rat ion and the Departm ent  of Hom eland Security. 
 
E- Verify Part icipat ion Not ice 

The E-Verify Not ice informs perspect ive employees that  a company is part icipat ing in 
the E-Verify Program.  The Memorandum  of Understanding (MOU)  requires 
part icipat ing Employers to display both the English and Spanish versions of the not ice 
in a prom inent  place that  is clearly visible to prospect ive employees. 
 

F 

 
Final Nonconfirm at ion 

I f an employee’s work eligibilit y cannot  be confirmed, an Employer will receive a Final 
Nonconfirmat ion response from the Social Security Adm inist rat ion or the Department  
of Homeland Security.  An Employer receiv ing a Final Nonconfirmat ion response may 
term inate the employment  of the employee and shall not  be civilly or cr im inally liable 
under any law for the term inat ion, as long as the act ion was taken in good faith 
reliance of the informat ion provided through the E-Verify system. 
 

G 

 

General Users 

This user type perform s verificat ion queries, views reports, and has the capability to 
update a personal user profile. 
 

Green Card 

A commonly used term describing the Permanent  Resident  Card /  Resident  Alien Card 
(Form  I -551) . Many versions of the I -551 are not  green in color. 

 
H 

 
Handbook for Em ployers ( M 2 7 4 )  

Provides a step-by-step explanat ion of what  an Employer must  do to meet  its 
responsibilit ies under the Employer Sanct ions provision of the I mmigrat ion and 
Nat ionality Act  ( I NA) .  I t  also explains the responsibilit ies and r ights of employees in 
the hir ing and verificat ion process and provides expanded informat ion about  how to 
avoid employment  discrim inat ion based on cit izenship or nat ional or igin. 
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Hire Date 

The earliest  the Employer may init iate a query is after an individual accepts an offer 
of employment  and after the employee and Employer complete the Form  I -9.  The 
Employer must  init iate the query no later than three business days after the newly 
hired employee starts work for pay. 

 
I  

 
I llegal Alien 

A foreign nat ional who (1)  entered the United States without  inspect ion or with 
fraudulent  docum entat ion or (2)  who, after enter ing legally as a non–imm igrant , 
violated status and remained in the United States without  authorizat ion.  
 
I m m igrant  

A non-cit izen who has been lawfully granted the privilege of residing and working 
permanent ly in the United States. 
 
I m m igrat ion and Nat ionality Act  of 1 9 5 2  ( I NA)  

The Act  ( I NA) , which, along with other im m igrat ion laws, t reat ies, and convent ions of 
the United States, relates to the im m igrat ion, temporary adm ission, naturalizat ion, 
and rem oval of non-cit izens. 
 

I m m igrat ion Reform  and Control Act  of 1 9 8 6  ( I RCA)  

Public Law 99-603 (Act  of 11/ 6/ 86) , which was passed in order to cont rol and deter 
illegal imm igrat ion to the United States.  I ts major provisions st ipulate legalizat ion of 
undocum ented non-cit izens who had been cont inuously unlawfully present  since 
1982, legalizat ion of certain agricultural workers, and sanct ions for Employers who 
knowingly hire undocum ented workers, and increased enforcement  of U.S. borders. 
 
I m m igrat ion Status 

The legal status conferred on a non-cit izen by im m igrat ion law. 
 

I m m igrat ion Status Verifier  ( I SV)  

A Departm ent  of Hom eland Security em ployee who has the responsibilit y for verify ing 
imm igrat ion and employment  eligibilit y status for SAVE customers.   
 
I m m igrant  Visa 

A docum ent , issued by a United States Departm ent  of State consulate or em bassy 
abroad, which authorizes a non-cit izen to apply for adm ission as an imm igrant  to the 
United States.  This document  does not  grant  work authorizat ion. 
 

I nit ia l Query 

The first  step of the autom ated employment  verificat ion process. 
 

I nit ia l Verificat ion  

An automated query of the Social Security Administ rat ion and if necessary the 
Department  of Homeland Security databases. Results will either verify employment  
eligibilit y or require addit ional verificat ion, which is conducted through the E-Verify 
system . 
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I nvalid Query 

A resolut ion opt ion for a duplicate query or incorrect  data input . 

 
J 

 

K 

 
L 

 

Law ful Perm anent  Resident  

A non-cit izen who has been lawfully granted the privilege of residing and working 
permanent ly in the United States. 

 
M 

 

Mem orandum  of Understanding  
A Memorandum of Understanding (MOU)  is a legal document  describing a bilateral or 
mult ilateral agreement  between part ies. I t  const itutes a legally binding cont ract  when 
properly executed (e.g., signed)  by all the part ies. 

 
N 

 

Non– I m m igrant  

A non-cit izen who enters the United States tem porarily for a specific period of t im e 
and purpose. This category includes foreign governm ent  officials, visitors for business 
and pleasure, students and tem porary workers. 
 
No Show  

A response received when the employee did not  contact  the Departm ent  of Hom eland 
Security to resolve his or her case and 10 Federal Government  workdays have passed 
since the date of referral.  The No Show response is considered a Final 
Nonconfirm at ion. 
 
Not ice to Em ployee of Tentat ive Nonconfirm at ion 

This is a computer generated not ice given to an employee after a Tentat ive 
Nonconfirm at ion response has been received from  the Social Securit y Adm inist rat ion 
or the Departm ent  of Hom eland Security.  I f an employee contests the Tentat ive 
Nonconfirm at ion response, he or she m ust  contact  the appropriate Governm ent  
Agency to resolve the discrepancy to cont inue em ploym ent .  An employee has eight  
(8)  Federal Government  workdays to resolve his or her case. 
 

O 
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P 

 

Parolee 

A non-cit izen applying for adm ission to the United States m ay be paroled into the 
United States under emergency condit ions or when the non-cit izen’s ent ry is 
determ ined to be in the public interest .  Parolee status is covered by Sect ion 212 of 
the I NA. 
 
Passport  

Any t ravel docum ent  issued by competent  authority showing the bearer’s origin, 
ident ity, and nat ionality, if any, which is valid for the ent ry of the bearer into a foreign 
count ry.  I f this docum ent  is used for Form I -9 purposes, it  must  be unexpired with 
either an I -551 stam p or an at tached Form  I -94 indicat ing unexpired em ploym ent  
authorizat ion. 
 

Passw ord 

Each person perform ing verificat ion queries should have his or her own password. The 
password provided to a new user is temporary and should be changed. A password 
must  be between 8 and 14 characters and include three of the following four 
characterist ics:   an upper case let ter, a lower case let ter, a num ber and a special 
character ( i.e. !  @ $ %  *  (  )  <  >  ? :  ;  {  }  +  -  ~  ) .  A user will be required to change 
his or her password every 90 days and will be prompted by the system to do so. 
 

Perm anent  Resident  or  Legal Perm anent  Resident  

A non-cit izen who has been lawfully granted the privilege of residing and working 
permanent ly in the United States. 
 
Perm anent  Resident  Card, Form  I - 5 5 1 , DEC 1 9 9 7  

I ssued by the form er INS after Decem ber 1997, this card is the current  version given 
to Perm anent  Resident  Aliens. The docum ent  is valid for 10 years. I n this version of 
the I -551, the card t it le was changed from Resident  Alien to Perm anent  Resident  
Card. 
 
Photo Screening Tool  

During the verificat ion query, Em ployers match the photographs on certain 
documents provided by new employees when com plet ing the Form  I -9 with the 
photograph that  appears in the records of U.S. Cit izenship and I m m igrat ion Services 
(USCI S) .  The photo screening tool is t r iggered only when a new hire produces a 
Perm anent  Resident  Card ( “Green Card”  ( I -551)  or an Employment  Authorizat ion 
Card ( I -766)  for their I -9 documentat ion. 
 
Photo Match 

The photograph on the employee’s document  matches the photograph supplied by E-
Verify. The photograph t ransm it ted by E-Verify should be the sam e ( ident ical)  
photograph that  appears on an employee’s USCI S- issued docum ent , Em ployers 
should be able to determ ine whether or not  the photographs do m atch. 
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Photo Non- m atch 

The photograph on the employee’s document  does not  match the photograph supplied 
by E-Verify. The photograph t ransm it ted by E-Verify should be the sam e ( ident ical)  
photograph that  appears on an employee’s USCI S- issued document . I f the Employer 
determ ines that  it  does not , a DHS tentat ive non-confirmat ion is issued and the 
employee is given the opportunity to contest . 
 
Point  of Contact  

Som eone in your com pany who can be contacted on E-Verify policy issues.  This 
person may or may not  be 1 of the 3 user types. 
 

Pr im ary Verificat ion ( I nit ia l Query)  

The first  step of the elect ronic verificat ion process. 
 

Program  Adm inist rator 

This user type is responsible for creat ing user accounts at  their  site for Corporate 
Adm inist rators and General Users.  They have the capabilit y to view reports, perform  
queries, update account  inform at ion and unlock user accounts. 
 

Q 

 

R 

 

Referral Not ice 

An em ployee contest ing a Tentat ive Nonconfirm at ion response from  the Social 
Security Adm inist rat ion or the Departm ent  of Homeland Security is provided with the 
appropriate agency referral not ice inst ruct ing him  or her to contact  the Governm ent  
within 8 Federal Government  workdays from  the date of referral to resolve any 
discrepancy in his or her record. 
 
Refugee 

Any person who is outside their count ry of nat ionality who is unable or unwilling to 
return to that  count ry because of persecut ion or a well- founded fear of persecut ion. 
Unlike asylees, refugees apply for and receive this status prior to ent ry into the 
United States.  This status is covered by Sect ion 207 of the I mmigrat ion and 
Nat ionality Act . 
 

Request  Addit ional Verificat ion 

I f the informat ion returned from  the Department  of Hom eland Security database is 
different  from  the inform at ion provided by the em ployee on the Form  I -9, this feature 
provides the Employer an opt ion to provide addit ional informat ion on the employee’s 
case to the Departm ent  of Hom eland Security requir ing a further search of the case. 
 
Resident  Alien Card, Form  I - 5 5 1 , AUG 1 9 8 9  

This card was int roduced in August  1989 and was the first  Resident  Alien Card to 
contain an expirat ion date. The card was issued to both condit ional and lawful 
permanent  residents. Valid only for a lim ited period of t im e – 2 years from  the date of 
adm ission/ adjustm ent  for condit ional perm anent  residents and 10 years from  
issuance for lawful permanent  residents. The expirat ion date indicates when the card 
expires and m ust  be renewed. I t  does not  indicate that  the non-cit izen's status 
expires. The expirat ion date is stated on the front  of the card. This version is rose-
colored with a blue logo. I t  was m odified in January 1992 when a white box was 
added behind the fingerprint . 
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Resident  Alien Card, Form  I - 5 5 1 , JAN 1 9 7 7  

This card was int roduced in January 1977 and phased in over a period of t ime. 
Although this card is no longer issued, it  is valid indefinitely. I n addit ion to the 
photograph, the I -551 will contain the bearer's signature and photograph. This card 
was issued to lawful perm anent  residents. 
 

Resolve Case 

This feature allows the user to select  the appropriate opt ion to resolve (close)  all 
cases queried through the E-Verify Program. 
 

Resolved Authorized 

A resolut ion opt ion for the cases where an Employment  Authorizat ion response is 
received. 
 
Resolved Unauthorized/ Term inated 

A resolut ion opt ion if a Social Security Adm inist rat ion or Department  of Homeland 
Security Final Nonconfirmat ion or No Show response is received, or if the employee 
does not  contest  a Social Security Adm inist rat ion or Departm ent  of Hom eland 
Security Tentat ive Nonconfirmat ion response, and is term inated. 

 

S 

 

Self Term inated 

A resolut ion opt ion if the employee has quit  or been term inated for reasons unrelated 
to employment  eligibilit y status while the verificat ion query is in process. 
 

SSA Referral  

After an employee is advised of a Tentat ive Nonconfirm at ion and signed the Not ice to 
Employee of Tentat ive Nonconfirmat ion the employee is referred to the Social 
Security Adm inist rat ion to resolve their case.   
 
SSA Resubm it ta l 

After an employee is referred to SSA and visits one of its local offices and 24 hours 
have passed since they returned the referral let ter to the Employer, the user must  
resubm it  the case through E-Verify to receive a final response. 
 
I f the employee does not  visit  an SSA office, or does not  return the stam ped and 
signed referral let ter to the Em ployer, the Employer should resubm it  the case after 10 
Federal government  workdays from  the date of referral. 
 
Social Security Adm inist rat ion 

A Federal Government  agency that  adm inisters a nat ional program  of cont r ibutory 
social insurance whereby employees, Employers, and the self-employed pay 
cont r ibut ions that  are pooled in special t rust  funds.  The Social Security 
Adm inist rat ion and the Departm ent  of Hom eland Security are joint ly conduct ing the 
E-Verify Program . 
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System at ic Alien Verificat ion for Ent it lem ents ( SAVE)  Program  
The SAVE Program is responsible for adm inister ing Departm ent  of Hom eland Security 
verificat ion programs involving customer access to the CPS database. The SAVE 
Branch administers the SAVE Program  itself, which enables federal, state, and local 
benefit - issuing agencies to obtain immigrat ion status informat ion needed in order to 
determ ine applicants' eligibilit y for many public benefits.  
 

T 

 

Tentat ive Nonconfirm at ion 

The employee informat ion was compared to Governm ent  records and could not  be 
confirmed.  This does not  mean that  the employee is not  work authorized, or that  the 
informat ion provided was incorrect . The employee must  contact  either the Social 
Security Adm inist rat ion or the Departm ent  of Hom eland Security to resolve the 
discrepancy in order to cont inue employm ent . 
 

U 

 

U.S. Passport  

Docum ent  issued by the Departm ent  of State to United States Cit izens and Nat ionals. 
 
User I D 

Each person perform ing verificat ion queries should have his or her own User I D.  The 
User I D is a system  generated I D with let ters and num bers I D, which the Program  
Adm inist rator can accept  or change when adding a new user.  The User I D must  be 8 
characters and may be let ters, numbers, or a combinat ion of both.  A User I D is not  
case sensit ive.  
 

V 

 

Verificat ion Division 

The Verificat ion Division is responsible for adm inister ing Department  of Homeland 
Security verificat ion programs involving customer access to the CPS database. The 
Verificat ion Division adm inisters the SAVE Program itself, which enables federal, 
state, and local benefit - issuing agencies to obtain imm igrat ion status informat ion 
needed in order to determ ine applicants' eligibilit y for many public benefits. I n 
addit ion, the SAVE program  conducts the E-Verify program that  enables Employers to 
quickly and easily verify the work authorizat ion of their newly hired employees. 
 

W  

 

X 

 

Y 

 

Z 
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SSA Appendix 

 
To locate your local Social Security office using the I nternet , perform  the following 
steps:  
 

   

At  your I nternet  address bar, type:  www.ssa.gov or www.socialsecurity.gov and press 
Enter  or select  Go.  
 

 
 
On the left  side of the page, select :  Find a Social Security office .  
 

 
 
This presents the Local Office Search  web page. 
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Enter the new hire’s five-digit  ZI P Code in the box provided. 
 
Select  Locate .  
 

 
 
 
You can bypass the first  two steps and go direct ly to this Local Office Search  page, 
enter the following web address:  

ht tps: / / s044a90.ssa.gov/ apps6z/ FOLO/ fo001.jsp
 
I n certain cit ies (Brooklyn, N.Y.;  Queens, N.Y.;  Las Vegas, Nev.;  Orlando, Fla.;  or 
Phoenix, Ariz., new hires that  needs to contact  the SSA must  go to the Social Security 
Card Center rather than the Local Office.  
 
A reference to the Social Security Card Center is included on the Local Office Search 
Results page under ‘Direct ions to Our Office’. 
 

I MPORTANT 

 

 
There will not  be a map for the Card Center address;  there is only 
a map for the local Social Security office.  The except ion is Phoenix 
-  their Card Centers are located in the same building as their local 
offices. 
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This is part  of the North Las Vegas, Nev., Social Security Office web page. 
 
Below is a list  of the six Social Security Card Centers and the local areas that  they 
serve. 
 
Arizona 

North Phoenix Card Center 
16241 N. Tatum Blvd., Suite B 
Phoenix, AZ  85032 
The North Phoenix Card Center is located next  to the North Phoenix Social Security 
Office and serves the residents of northern Phoenix and northern Maricopa County. 
 
Downtown Phoenix Card Center 
250 N. 7 th Ave., Suite 200 
Phoenix, AZ  85007 
The Downtown Phoenix Card Center is located in the same building as the new 
Downtown Social Security Office and serves the residents of southern Phoenix, 
Apache Junct ion, and the southern port ions of Maricopa County.   
 
Florida 

Orlando Card Center 
5520 Gat lin Ave., Suite 102 
Orlando, FL  32812 
The Orlando Card Center is located in the same building as the Orlando Field Office 
and serves the residents of Orlando, Kissim m ee, and Longwood. 
 
Nevada 

Las Vegas Card Center 
1250 S. Buffalo Drive 
Las Vegas, NV  89117 
The Las Vegas Card Center (LVCC)  is located in the same building as the Las Vegas 
Social Security office and it  serves the residents of Las Vegas and Clark County.  
Lincoln County residents and residents of Mesquite, Logandale, Overton, or Moapa 
may go to the LVCC or contact  the local office serving their area.  
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New  York 

Brooklyn Social Securit y Card Center 

   

625 Fulton St ., 6 th Floor 
Brooklyn, NY 11201 
The Brooklyn Social Security Card Center (BSSCC)  serves the people who live or 
receive mail in Brooklyn.  

 
Queens Social Security Card Center 
155-10 Jamaica Ave., 2nd Floor 
Jam aica, NY  11432 
The Queens Social Security Card Center (QSSCC) serves the people who reside or 
have a mailing address in Queens. However, if the individual prefers he/ she m ay 
conduct  Social Security Card business with the Brooklyn Social Securit y Card Center 
(BSSCC) .  
 
I f  the new  hire needs to go to a card center, please provide the new  hire 

w ith the address of the card center.   

 
This presents the Local Office Search Results page which has the address, 
telephone number, office hours, and map of the SSA office closest  to the new hire’s 
hom e. 
 

 
 
 
I MPORTANT:  There will not  be a map for the Card Center address;  there is only a 
map for the local Social Security office.  
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