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1.0 INTRODUCTION

Welcome to the ‘E-Verify User Manual for E-Verify Employer Agents.’” This manual
provides guidance on E-Verify processes and outlines the rules and responsibilities
for E-Verify employer agents enrolled in E-Verify. All users must follow the guidelines
set forth in the ‘E-Verify Memorandum of Understanding for E-Verify Employer
Agents (MOU)’ and the rules and responsibilities outlined in this manual.

For the purpose of this manual, the term ‘E-Verify employer agent’ means any U.S.
company, corporation or business entity that is providing the service of verifying
employees as a third party to ‘clients’ (employers) through the use of E-Verify.
Clients are required to complete Form 1-9, Employment Eligibility Verification,
(referred to hereafter as Form 1-9) for all new employees and must follow the
guidelines set forth in the ‘E-Verify Employer Agent - Client E-Verify MOU.’

This section introduces the background and overview, basic employer agent website
navigation, participation, user roles, rules and responsibilities, and the privacy and
security guidelines of E-Verify.

1.1 BACKGROUND AND OVERVIEW

In 1996, Congress passed the lllegal Immigration Reform and Immigrant
Responsibility Act (IIRIRA), which required the Social Security Administration (SSA)
and U.S Citizenship and Immigration Services (USCIS), formerly the Immigration
and Naturalization Service, to initiate an employment verification pilot program.
Under the U.S. Department of Homeland Security (DHS), U.S. Citizenship and
Immigration Services operates the E-Verify program, previously referred to as Basic
Pilot. E-Verify is an internet-based system that implements the requirements in
IIRIRA by allowing any U.S. employer to electronically verify the employment
eligibility of all its newly hired employees.

E-Verify is a voluntary program for most employers, but mandatory for some, such
as employers with federal contracts or subcontracts that contain the Federal
Acquisition Regulation (FAR) E-Verify clause and employers in certain states that
have legislation that mandates the use of E-Verify for some or all employers.

NOTE: E-Verify cannot provide you with guidance on state or local laws that require
your participation in E-Verify. For help, you should contact the appropriate state
officials, or you may also be able to receive assistance through a local Chamber of
Commerce.

Apart from any state or local law that requires participation in E-Verify, employers
are fully responsible for complying with sections 274A (which addresses the
requirements of the Form 1-9 process) and 274B (which addresses unfair
immigration-related employment practices) of the Immigration and Nationality Act.
If employers fail to comply with either, then they may be subject to penalties.

E-Verify works by electronically comparing the information on an employee’s Form
-9 with SSA, DHS, and U.S. Department of State (DOS) records to verify the
identity and employment eligibility of each newly hired employee and/or employee
assigned to a covered federal contract.

At this time, an employer can verify the employment eligibility of only one person at
a time in E-Verify. All new, temporary, seasonal and rehired employees must be
entered into E-Verify individually.

M-776, E-Verify User Manual for E-Verify Employer Agents| September 2012 www.dhs.gov/E-Verify
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E-Verify is free and the best means available to determine the employment eligibility
of new hires. E-Verify is currently available in all 50 states, the District of Columbia,
Puerto Rico, Guam and the U.S. Virgin Islands.

NOTE: E-Verify Self Check, referred to as Self Check, is a free, fast, secure and
voluntary online service that allows individuals to perform employment eligibility
checks on themselves. Employers may not ask current or prospective employees to
use Self Check to prove employment eligibility. The service is designed to provide
visibility into government records, and if necessary, guidance on how to correct
those records. Self Check is separate from the E-Verify user interface. For more
information and specific rules visit www.uscis.gov/E-Verifyselfcheck.

Self Check does not satisfy or supersede the requirements of federal contractors
subject to the Federal Acquisition Regulation (FAR) E-Verify clause, or any other
employers, to use E-Verify.

1.2 BASIC E-VERIFY EMPLOYER AGENT WEBSITE
NAVIGATION
All E-Verify users need to be familiar with the website navigation links. The figure

below provides a screen shot of the E-Verify employer agent user Web page. The
navigation links within each area vary depending upon the type of user.

iy

— RO s
E-Verify &

Welcome UserID Last Login

o,

Employment Eligibility Verification E-Verify Demo SAMPLED2 1220 PM-03032011  Log Out
Click any € for hel

Home . - View All »

Welcome to E-Verify 1 E-Verify News Az Al 2
New C Federal contractor rule delayed until May 21,
ew Case 2009

View Cases h— ‘ The effective date of the final rule requiring certain
Search Cases | “e“ ® Federal Co ... read more =

Add New Client

View Existing Clients v =, A
Crr— sty ey e\

Edit Profile

o F— Need Help?

ST Click any @ icon for more information or contact

Change Security Questions us at 885-464-4218 or E-Verify@dhs gov

View Reports
Case Alerts: You Must Take Action!

View Essential Resources

Take Tutorial

o Work
View Open Cases Cases with -
Tew User Manual P 2 v. Authorlzatlon
I |

conactus to be Closed T'ﬁ New Updates HorsEvaing

U.S. Department of Homeland Security - www.dhs.gov  U.S. Citizenship and Immigration Services - www.uscis.gov Accessibiity Download Viewers

Area 1 displays the E-Verify logo and the telephone number for Customer Support:
888-464-4218. Area 1 also includes a quick shortcut to begin the verification
process. By clicking the green ‘Verify Employee’ button, you may begin the
verification process.

Area 2 contains ‘E-Verify News’ which includes important updates on E-Verify,
information affecting employment verification, best practices and current events.
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Area 3 contains E-Verify navigation options which are identified in the ‘Area 3
Navigation Overview.’ Selecting a navigation menu link is the first step in accessing a
task or function in E-Verify. Choosing an option displays the first active page where a
user enters information. Each user’s menu option is based on his or her assigned
user role. For more information, see Section 1.4.

AREA 3 NAVIGATION OVERVIEW ‘

MENU OPTION |

» New Case

My Cases » View Cases
» Search Cases

. > Add New Client

My Clients ) - .
> View Existing Clients
» Edit Profile

My Profile » Change Password
» Change Security Questions
» Edit Company Profile

My Company . » Add New User

(Only program administrators ) -

have these options) » View Existing Users
» Close Company Account

My Reports > View Reports
» View Essential Resources
» Take Tutorial

My Resources )
» View User Manual
» Contact Us

Area 4 displays ‘Case Alerts’ for cases requiring action. Case alerts inform E-Verify
employer agents when an action is required. For more information, see Section 5.3.

ESSENTIAL RESOURCES

The ‘View Essential Resources’ link under ‘My Resources’ contains links to important
documents and tools for employers who participate in E-Verify. The ‘Essential
Resources Overview’ provides specific information on the resources available to
users.

ESSENTIAL RESOURCES OVERVIEW

INFORMATION

E-Verify Participation Poster
Right to Work Poster
E-Verify User Manual

E-Verify Essentials

vivyy

Blank ‘Notice to Employee of Tentative
Nonconfirmation,’” ‘Referral to the U.S.
Department of Homeland Security’ and
‘Referral to the Social Security Administration’
available in several foreign languages

E-Verify Notices
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Form 1-9 Resources » The latest version of Form I-9 in English and
Spanish

» The ‘Handbook for Employers: Instructions for
Completing Form 1-9 (M-274)’

Memorandums of » Blank copy of the most recent version of the

Understanding (MOU) MOU

Resources for Employers » Websites and links to Web pages of particular
interest to employers participating in E-Verify

Select Press Releases and » Information on photo standards, document

Other Guidance guides and announcements related to

employment documents

1.3 E-VERIFY PARTICIPATION: ENROLLMENT VS.
REGISTRATION
It is important to understand the difference between enrollment and registration

which are outlined in the ‘Enrollment vs. Registration Overview.’ For additional
information, visit www.dhs.gov/E-Verify.

To check your company’s enrollment status or your access method, contact:

® E-Verify Customer Support Monday through Friday 8 a.m. — 5 p.m. local time
Telephone: 888-464-4218 E-mail: DAsupport@dhs.gov

If your company is enrolled and you need information about how to add additional
users or about their functions, see Section 8.0.

ENROLLMENT VS. REGISTRATION OVERVIEW
ENROLLMENT REGISTRATION

E-Verify employer agents enroll in Progra_lm admi_nistrators register new
Who : L : users in E-Verify who are then able to
E-Verify to participate in the program.
create cases.
Program administrators may register
general users and additional program
- . : administrators at any time after
How ?]/'S't Fhe E-V_erlfy e_nrollment website at completing the E-Verify tutorial and
ttps://e-verify.uscis.gov/enroll. X
passing the knowledge test. For more
information on adding new users, see
Section 8.1.
Most enrolled E-Verify employer agents
E-Verify employer agents voluntarily have multiple employees who use
Why enroll to verify th_e work authorization _ I_E-\_/erify to create cases. There is no
status of newly hired employees of their limit on the number of users an enrolled
clients. E-Verify employer agent can register to
create cases.

To participate in E-Verify, E-Verify employer agents must enroll online via any
Internet-capable computer using a Web browser of Internet Explorer 5.5, Netscape
4.7 or higher (with the exception of Netscape 7.0) or Mozilla Firefox 1.0 or higher.
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E-Verify employer agents must read and accept the electronic ‘E-Verify Memorandum
of Understanding for E-Verify Employer Agents (MOU)’ which details the
responsibilities of the Social Security Administration (SSA), the U.S. Department of
Homeland Security (DHS) and the E-Verify employer agent. The MOU is electronically
signed by the E-Verify employer agent during enrollment. All E-Verify users must
agree to and follow the guidelines and user responsibilities outlined in the MOU and
this manual. It is your company’s responsibility to ensure that your users are
prepared and capable of using E-Verify properly. Misuse of E-Verify may lead to legal
liability for both the company and the user.

To enroll in E-Verify, visit the enrollment website. This website guides companies
through the enrollment process. Additional information regarding enrollment is found
at www.dhs.gov/E-Verify.

Participating companies use E-Verify through an access method determined during
the enrollment process. An access method is a type of E-Verify account that offers
different features for specific types of organizations. The four access methods
include: employer, E-Verify employer agent, corporate administrator and Web
services. The access methods are explained in the ‘Access Method Overview.’

Access Method

ACCESS METHOD OVERVIEW

Explanation

Employer Access

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

Most E-Verify participants, regardless of their business size or structure,
are enrolled under the employer access method. This access method
allows a company to create cases in E-Verify for its newly hired
employees and/or employees assigned to a covered federal contract.
For more information, visit www.dhs.gov/E-Verify.

E-Verify Employer
Agent Access

My company plans to use E-Verify on behalf of its clients to verify
their employees.

The E-Verify employer agent access method allows an individual or
company to act on behalf of other companies to create cases in E-
Verify for their newly hired employees and/or employees assigned to a
covered federal contract. For more information, visit www.dhs.gov/E-

Verify.

Corporate
Administrator
Access

My company has a central office that needs to manage E-Verify
use for all of its locations that access E-Verify.

Corporate administrator access is used only for managing multiple
employer accounts and doesn’t allow corporate administrator users to
create and manage E-Verify cases. For more information, visit
www.dhs.gov/E-Verify.

Web Services
Access for
Employers

-0r-

Web Services
Access for
E-Verify Employer

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

The Web services access method requires a company to develop
software that interfaces with E-Verify to verify the employment eligibility
of newly hired employees and/or employees assigned to a covered
federal contract. The company’s software will extract data from its
existing system or an electronic Form [-9 and transmit the information to
E-Verify. If a company chooses this option, it is sent the Web services
Interface Control Document. The Interface Control Document contains

M-776, E-Verify User Manual for E-Verify Employer Agents| September 2012
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Agents the information used to develop and test your software interface. Both
employers and E-Verify employer agents are eligible to use this access
method.

REMINDER

%  Follow E-Verify procedures for ALL new hires while enrolled in E-Verify.

1.4 OVERVIEW OF USER ROLES

Enrolled E-Verify employer agents can provide their employees access to E-Verify by
assigning them a user role. Permissions and functions in E-Verify granted to the user
depend upon the user role. There are two types of users: general users and program
administrators. Review the permissions of each user role in the ‘User Role Overview.’

General users and program administrators must successfully complete the online
E-Verify tutorial before privileges to create or manage cases are granted. For more
information on the specific functions of each user role, see Section 7.1.

USER ROLE OVERVIEW

USER ROLE PERMISSIONS
Program A company must have at least one program administrator. The program
Administrator administrator role includes functions of a general user.

(at least one Permissions include:
required) ¢ Enrolling new clients and updating client profile information
¢ Registering new users

¢ Creating user accounts for other program administrators and general
users

¢ Creating and managing cases
¢ Viewing reports

e Updating profile information for other program administrators and
general users

e Unlocking user accounts
¢ Closing company and user accounts

General User A company can have as many general users as it desires but is not required
) to have general users. The general user is responsible for following all
(optional) E-Verify program rules and staying informed of changes to E-Verify policies

and procedures.
Permissions include:
¢ Enrolling new clients and updating client profile information
e Creating and managing cases
¢ Viewing reports
¢ Updating his/her own user profile

M-776, E-Verify User Manual for E-Verify Employer Agents| September 2012 www.dhs.gov/E-Verify
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1.5 USER RULES AND RESPONSIBILITIES

All E-Verify users are bound by the guidelines set forth in the ‘E-Verify Memorandum
of Understanding for E-Verify Employer Agents (MOU)’ and the rules and
responsibilities outlined in this manual.

It is your responsibility to ensure that all users understand program rules. We
recommend that you review with your users these rules and responsibilities
periodically to ensure proper use of E-Verify and the protection of your employees’
workplace rights.

All E-Verify users must follow the guidelines specified in the ‘Rules and
Responsibilities Overview.’ Many of these requirements are the ultimate
responsibility of the E-Verify employer agent’s client. Representatives at each client
site should be instructed to adhere to the following guidelines in conjunction with
responsibilities outlined in the ‘E-Verify Memorandum of Understanding for Client
Employers of E-Verify Employer Agents (MOU).’

RULES AND RESPONSIBLITIES OVERVIEW ‘

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

v" Follow E-Verify procedures for each new hire while enrolled/participating in
E-Verify.

v" Notify each job applicant of E-Verify participation.

v" Clearly display both the English and Spanish ‘Notice of E-Verify Participation’
and the ‘Right to Work’ posters.

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

v' Ensure that Form 1-9 ‘List B identity documents have a photo (Section 2.1).

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

v/ Obtain a Social Security number (SSN) from each newly hired employee on
Form 1-9.

v' Provide each employee the opportunity to contest a tentative nonconfirmation
(TNC).

v" Allow each newly hired employee to start and continue working during the
E-Verify verification process, even if he or she receives a TNC.

v' Ensure that all personally identifiable information is safeguarded.

E-Verify employer agents participating in E-Verify MUST NOT:
X Use E-Verify to prescreen an applicant for employment.

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

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

M-776, E-Verify User Manual for E-Verify Employer Agents| September 2012 www.dhs.gov/E-Verify
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X Specify or request which Form 1-9 documentation a newly hired employee must
use.

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

X Selectively verify the employment eligibility of a newly hired employee.

X Share any user ID and/or password.

When a new client is enrolled, E-Verify employer agents are required to print and
provide to the client both the English and Spanish ‘Notice of E-Verify Participation’
and ‘Right to Work’ posters; both are displayed in the figure below. These should be
displayed in the most appropriate location for viewing by potential and current
employees. Both notices are found in E-Verify after you log in under ‘View Essential
Resources’ (Section 1.2). In addition, E-Verify recommends providing a copy of these
posters with job application materials, either online or in hard copy.

E-VERIFY PARTICIPATION / ENROLLMENT NOTIFICATION

English & Spanish
Notice of E-Verify Participation Right to Work Poster

This Employer

Pal'ticipates n -Vel'ify IF YOU HAVE THE RIGHT TO WORK,

Don’t let anyone take it away.

Issued by Department of Justice, the Office of
Special Counsel for Immigration-Related
Unfair Employment Practices

Provided by DHS

1.6 PRIVACY AND SECURITY STATEMENT

The use of E-Verify requires the collection of personally identifiable information. It is
essential to protect the privacy of individuals who submit information to be
processed through E-Verify. It is the responsibility of the employer/user to ensure
that all personal information collected is safeguarded and used only for the purposes
outlined in the ‘E-Verify Memorandum of Understanding for Client Employers of

E-Verify Employer Agents (MOU)’ between E-Verify, the E-Verify employer agent and
the client.

Failure to properly protect individuals’ information can result in identity theft or fraud
and can cause considerable inconvenience, harm or embarrassment to the
individuals affected.

At a minimum, take the steps outlined in the ‘Privacy Guidelines Overview’ to protect
personal information and comply with the appropriate regulations:

M-776, E-Verify User Manual for E-Verify Employer Agents| September 2012 www.dhs.gov/E-Verify
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PRIVACY GUIDELINES OVERVIEW

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

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

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

P Discuss E-Verify results in PRIVATE.
Ensure that all case results including tentative nonconfirmation (TNC) and final
nonconfirmation results are discussed in private with the employee.

REMINDER

%  Ensure that all personally identifiable information is safeguarded.

M-776, E-Verify User Manual for E-Verify Employer Agents| September 2012 www.dhs.gov/E-Verify
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2.0 MY CLIENTS

The ‘My Clients’ menu is available in Area 3 of the E-Verify home page. This menu is
only available to E-Verify employer agents and enables E-Verify employer agents to:

e Enroll new clients

¢ View and update client information

¢ View the memorandum of understanding (MOU)
e Terminate clients

E-Verify employer agents must enroll their clients before they can create cases for
them in E-Verify.

2.1 CLIENT ENROLLMENT

Before you can create a case for your clients, each client must be enrolled in
E-Verify. To enroll a client in E-Verify, follow the steps outlined in ‘New Client
Enrollment — Process Overview.’

NEW CLIENT ENROLLMENT — PROCESS OVERVIEW

» From ‘My Clients,’ select ‘Add New Client.’

Add Mew Client

View Existing Clients

» Select which category best describes your client’s organization.

Organization Designation

B

Which category best describes your client company's organization?

v@

None of these categones apply

Federal Contractor with FAR E-Verify Clause
Federal Contractor without FAR E-Venfy Clause
Federal Government

State Government m
Local Government

IMPORTANT: If you indicate ‘Federal Contractor with FAR E-Verify Clause,’ you will
be required to select the federal contractor category that best describes your client’s
organization and indicate which employees your client will verify. For additional
information see the ‘E-Verify Supplemental Guide for Federal Contractors.’

» Enter information for your client including client name, physical location, mailing
address, employee identification number, number of employees and parent company.
In E-Verify, a red asterisk (*) indicates a required field.
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Company Information

Client Company Name:
Doing Business As (DBA) Name: 0
DUNS Number: (7]

Physical LOCatION (s s ot e masng ascrves Tus s ba noason sners s weicson quenes w o perimes
Address 1: *
Address Z:

City:

State: Ul

Zip Code: *

County / Parish: Ll

Mailing Address = romos s pysicn neees

Address 1:

Address 2:

City:

State: o
Zip Code:

Additional Information

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

Total Number of Employees:

(including full-time, pat-time, and seasonal e

employees of the site(s) being venfied for)

Parent Organization: 9
Administrator: 9
How did you hear about E-Verify? - [ 7]

Other Marketing Channel:

» Enter the North American Industry Classification System (NAICS) code for your client
and click ‘Accept NAICS Code and Continue.’ If the number is not known click
‘Generate NAICS Code’ to determine the company’s NAICS code.

If you know your Client Company's 3-digit Morth American Industry Classification System (NAICS)
code, please enter it and click "Accept NAICS Code and Continue’
If you do not know the Client Company’s NAICS code, you must generate a NAICS code that is 3-digits. To
generate a 3-digit code, click on ‘Generate NAICS Code’. You must select your Sector and Subsector from
the drop-down lists provided. If there is not a code specific to the Client Company’s type of business, select

the industry that best fits the company’s type of work. Once the 3-digit NAICS code is generated, click
"Accept NAICS Code and Continue’ to continue with the Registration process

MNAICS Code:

Back I Generate NAICS Code I Accept NAICS Code and Continue

To determine the company's NAICS code:

» Select the appropriate sector from the drop-down list.
» Click ‘Continue NAICS Code.’

» Select the appropriate subsector from the drop-down list. The resulting NAICS code
appears in the ‘NAICS Code’ field.

» Click ‘Accept NAICS Code and Continue.’

» Select ‘Single Site Verification” or ‘Multiple Sites Verification’ for the client.
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e Will the client's company verify for multiple sites or for a single site?

If the client's company is verifying for multiple sites click "Multiple Sites Verification®

if the client's company is verifying for a single site click 'Single Site Venfication'

| Back || Multiple Sites Verification | | Single Site Verification

» Enter the primary point of contact for the client.

oEnter Client Company Point of Contact

Last Name:
First Name:
M.L:

Phone Number: |
Fax Number: |

E-mail Address:

» Review the company information and click ‘Register Employer.’

Company Information

Client Company Hame

Doing Business As (DBA) Name:
DUNS Number:

Physical Location:
Address 1

Address 2

City

State:

Zip Code:

Caunty

Additional Information:

Tetal Humber of Employees
Parent Organization:
Administrator

Howr did you hear about E-Verity?
Other Marketing Channel.
Organization Designation:

Client Company Category

NAICS Code:

Total Hiring Sites

Total Points of Contact

Mailing Address:

1 Main Streat Address 1

Address 2
City:

State:

Zip Code:

Employer identification Humber: 000000000

None of these categories apply

MACHINERY M

Register Employer

View | Edit

View | Edit

View | Edit

View | Edit

» To complete the enrollment process, select ‘Generate MOU.’

» Print and provide the ‘E-Verify Memorandum of Understanding for Client Employers of
E-Verify Employer Agents (MOU)'’ to the client.
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oTc complete the registration process, select 'Generate MOLF. Select Print from your browser's toolbar
to print the document. The designated agent and the employer must sign the MOU signature page. The

designated agent must scan the MOU signature page in GIF format and upload the file to USCIS. Click here
to see instructions for scan and upload MOU signature page in Gif format

REMINDER... You must print and provide each of your clients with the English and Spanish versions of the
Farticipation poster and the Right to Work poster. These posters are located under the on-line

s. Your client(s) must display the posters in plain view at thei ng site(s) to inform

prospective employees that their company is participating in the E-Verfy Employment Verification Program
Generate MOU Close

» Enrollment is complete after the MOU is provided to the client, the client signs the
MOU and the MOU is submitted to E-Verify.

E-Verify employer agents must determine the best method to send the client the
MOU and obtain the client signature. The MOU may be provided to the client by fax,
mail or e-mail.

After the client signs the MOU, the signed signature page of the MOU must be
submitted to E-Verify. E-Verify employer agents can submit the signature page by
uploading an electronic copy in E-Verify. The signature page must be in the form of a
Graphics Interchange Format (GIF) file. To submit the MOU electronically, follow the
steps outlined in ‘Electronic Submission of MOU Signature Page — Process Overview.’

E-Verify employer agents who are unable to submit the MOU signature page
electronically may fax the signature page to 202-443-0215.
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ELECTRONIC SUBMISSION OF MOU SIGNATURE PAGE — PROCESS OVERVIEW

» From ‘My Clients,’ select ‘View Existing Clients.’

Add Mew Client

View Existing Clients

» Enter the client search criteria. Select the radio button for pending registration. Click ‘Display
Client Summary List.’

Enter Client Company Search Criteria

Company ID Number:

Client Company Name: v
City:

State: w

Address 1:

Client Company Status:&Pending Registration

Display Client Company Summary List Cancel

» Click ‘Edit’ for the appropriate client.

» Ensure that all the information for the client is accurate and click ‘Upload Signature Page.’
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Company Information

Client Company Hame: Sample Company

Client ID Humber:

Doing Business As (DBA)
Name:

DUNS Number

Physical Location: Mailing Address:
Address 1 1 Main Steet Address 1
Address 2 Address 2

City Hew Yok City

State NY State:

Zip Code Zip Code:

County:

Additional Information:

Employer Identification Humber: 0

Total Humber of Employees 10119
Parent Organization

Admini strator

Organization Designation:

Client Company Category. Nona of thade categedes spply

NAICS Code: 333 . MACHINERY MANUFACTURING

Total Points of Contact: 1 View | Edit

Retum to Company List I View MOU

» Enter the date the MOU was signed by the client, attach the signature page and click
‘Submit Electronic Document.’

oPIcasc enter the date the client company signed the MOU and upload the scanned image in GIF format

of the signed signature page. Once the signature page is uploaded the client company will be activated
unless there is a need for the USCIS Verification Division personnel to review the client company

Date client company signed MOU:

#

Select the GIF file of the signature page to upload (Maximum file size is 1572864 bytes):

(Browse- ] @

Submit Electronic Document

IMPORTANT: If you choose to submit the MOU electronically, you must submit the file in the
form of a GIF file. Other file types are unacceptable.

When the MOU signature page is submitted for the client, a confirmation e-mail will
be sent to the E-Verify employer agent, and he or she may begin creating new cases
in E-Verify for the client.
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2.2 UPDATE CLIENT INFORMATION

If a program administrator needs to make changes to the client information, physical
location, organization designation, North American Industry Classification System
(NAICS) code, hiring sites or point of contact list, he or she can update the
information under the ‘View Existing Clients’ menu. To update client information in
E-Verify, program administrators follow the steps outlined in ‘Update Client
Information — Process Overview.’
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UPDATE CLIENT INFORMATION — PROCESS OVERVIEW

» From ‘My Clients,’ select ‘View Existing Clients.’

My Clients

Add Mew Client

View Existing Clients

» Enter the client search criteria. Select ‘Display Client Company Summary List.’

Enter Client Company Search Criteria

Company ID Number:

Client Company Name: v
City:

State: w

Address 1:

Client Company Status:&Pending Registration
OActive Companies
(ORequest Termination
OTerminated
ORejected

Al

Display Client Company Summary List

» Click ‘Edit’ for the appropriate client.

Client Company List

Previous MNext

Company Client - Rejection/
D Company City State Address1 Status LS Reql._nesl_ed Termination
Date Termination U
Number  Name Date
- Sample  New
14137 Company York NY ACTIVE 05/06/2010 N D
Previous” Mext
£ >
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Company Information

View | Edit

Physical Location: Mailing Address:

Address 1 1 Main Strest Address 1

Address 2 Address 2

ity Narw Yok City
L State:

Zip Code

Organization Designation:

Client Company Categery:

MAICS Code 333 - MACHINERY MANUFACTURING l View | Edit ]
Total Hiring Sites 1 View | Edit
Total Points of Contact: 1 | View | Edit |

# View MOU Signature Page

Return to Company List | | View MOU |

» To modify any section of the ‘Company Information’ page, click ‘View/Edit’ in the section you
want to modify (i.e., company name and physical location, NAICS code, total hiring sites and
total points of contact).

» Make the required changes and click ‘Submit.’

® The E-Verify client company ID number is located at top of the ‘Company
Information’ page.

CLIENT COMPANY INFORMATION FIELDS

There are many fields that can be updated for your client in the ‘Company
Information’ page. Those fields are listed in the ‘Company Information Overview.’

COMPANY INFORMATION OVERVIEW

FIELD NAME DESCRIPTION

Company Name Name of company enrolled in E-Verify.

Physical Location Location where the company creates E-Verify cases.

Mailing Address Company’s mailing address. If this address is different from the
physical location, use this field to make the necessary changes.
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Additional Additional information about the size of the company and any

Information associated corporate parent company information, if applicable.

Organization The category that identifies the company as a Federal, State or local

Designation government organization or a federal contractor with the Federal
Acquisition Rule (FAR) E-Verify clause in their federal contract, if
applicable.

2.3 VIEW CLIENT MEMORANDUM OF UNDERSTANDING (MOU)

Program administrators can view the ‘E-Verify Memorandum of Understanding for
Client Employers of E-Verify Employer Agents (MOU)’ signature page for each client
enrolled in E-Verify. A blank MOU template is also available to program
administrators. To view the client MOU, follow the steps outlined in “View Client MOU
— Process Overview.’
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VIEW CLIENT MOU — PROCESS OVERVIEW

» From ‘My Clients,’ select ‘View Existing Clients.’

Add Mew Client

Wiew Existing Clients

» Enter the client search criteria and select ‘Display Client Company Summary List.’
» Click ‘Edit’ for the appropriate client.

» Select the hyperlink ‘View MOU Signature Page’ to view an electronic copy of the signature
page signed by both you as the E-Verify employer agent and your client.

Company Information

Client Company Hame: ABC Test Company View / Edit

Client ID Number:
Doing Business As (DBA) Name:
DUNS Number:

Physical Location: Mailing Address:
Address 1: 555 1=t Street Address 1
Address Z Address Z

City: Washington City:

State: oc State:

Zip Code: 20000 Zip Code:
County: DISTRICT OF COLUMBLA

Additional Information:

Employer Identification Number 000000000
Total Humber of Employees: 1to 4
Parent Organization:

Administrator

Organization Designation:

Client Company Category: Mone of these categories apply

HAICS Code: 721 - ACCOMMODATION View / Edit

Total Hiring Sites: 1 View / Edit

i |

Total Points of Contact: 1 View / Edit

:]View MOU Signature Page

‘ Return to Company List | View MOU |

» To view a blank MOU, click ‘View MOU.’
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2.4 CLOSE CLIENT ACCOUNT

Any E-Verify account may be closed voluntarily. To close the account for a client,
E-Verify employer agents must request termination electronically through E-Verify,
see ‘Close Client Account — Process Overview,’ or submit a written termination notice
by e-mail to E-Verify@dhs.gov or by fax to 202-443-0215. A program administrator
or the signatory of the MOU must submit written notice to E-Verify 30 days in
advance of the date that the E-Verify employer agent would like to close the client
account.

You must continue to use E-Verify in accordance with the MOU during this 30-day
period or until you have received an e-mail confirming that the client’s account is
closed, whichever is sooner. All open E-Verify cases still need to be closed, even if
you request to close your client’s E-Verify account.

IMPORTANT: Once an account is closed, all access to the account and its associated
records is lost. To preserve the records from an E-Verify account, a complete user
audit report, see Section 6.3, should be created and retained. E-Verify case
information and documentation must be retained for your client’s employees for the
same length of time as their Forms 1-9.

To request termination of client participation in E-Verify, follow the steps outlined in
‘Close Client Account — Process Overview.’
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CLOSE CLIENT ACCOUNT — PROCESS OVERVIEW

» From ‘My Clients,’ select ‘View Existing Clients.’

Add Mew Client

Wiew Existing Clients

» Enter the client search criteria and click ‘Display Client Company Summary List.’
» Click ‘Terminate’ for the appropriate client.

Client Company List

Previous MNext

Company Client Rejection/

MOU Sign Requested

ID Company City State Address1 Status Date Termination

Number  Name

" - Sample  New
14137 oy Yok NV ACTIVE 0S5I06/2010 N D

Termination
Dal

Previous Next

< b

» Enter the reason for closing the account in the ‘Terminate Request Reason’ field.

ga’\re you sure you want to request termination of Sample Company’s access to E-Verify?

Client Termination Request Information

Client Company Name: Sample Company
Employer Identification 0

Number:

City: MNew York

State: NY
Administrator:

MOU Sign Date: 05/06/2010

Termination Request Date:  05/06/2010
Termination Request
Reason: »

[ Request Client T i ] [ Cancel ]

» Click ‘Request Client Termination.’

» A message will appear informing you that the E-Verify office will be notified of your request
to close the client’s E-Verify account.
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3.0 INITIAL VERIFICATION

E-Verify employer agents are not able to create a case in E-Verify until they have
enrolled at least one client. The initial verification page contains a field in which the
E-Verify employer agent must select the employer (client) corresponding to the
employee being verified.

The E-Verify verification process begins with a completed Form 1-9. E-Verify makes
employment eligibility determinations by comparing the employee’s Form 1-9
information entered into E-Verify with the information contained in Social Security
Administration (SSA), U.S. Department of Homeland Security (DHS), and U.S.
Department of State (DOS) records.

Information from Form 1-9 is entered into E-Verify and a case result is provided.
Case results ultimately determine an employee’s work eligibility. E-Verify will
determine a case result based on information in SSA, DHS, and DOS records. Case
results can be initial, interim or final. Every case created in E-Verify receives a final
case result before it is closed, and every case must be closed.

This section outlines the steps required to create a case in E-Verify and the initial
case results provided by E-Verify.

3.1 FORM I-9 AND E-VERIFY

All employers are required to complete Form 1-9 no later than the third business day
after the employee starts work for pay and keep a record of the form on file. This
requirement does not change for employers enrolled in E-Verify. Employers enrolled
in E-Verify, through the use of an E-Verify employer agent, have chosen to take the
additional step of verifying that Form 1-9 employee information matches government
records thereby ensuring a legal workforce. Clients of E-Verify employer agents and
E-Verify employer agents themselves must become familiar with the procedure of
completing Form 1-9.

To view or download Form 1-9, go to the following website:

http://www.uscis.gov/I-9

For more information on Form 1-9 procedures, refer to the ‘View Essential Resources’
link of the left navigation menu; you will find the ‘Handbook for Employers: Instructions
® for Completing Form [-9 (M-274).

To view or download the ‘Handbook for Employers: Instructions for Completing Form
[-9 (M-274),” go to the following website:

http://www.uscis.gov/files/form/m-274.pdf

For additional assistance on Form I-9 resources, contact E-Verify Customer Support
Monday through Friday 8 a.m. — 5 p.m. at 888-464-4218.

Newly hired employees must complete Section 1 of Form I-9 in its entirety. Providing
a Social Security number on Form 1-9 is voluntary; however, a Social Security
number is required by employers who use E-Verify. Therefore all newly hired
employees, including seasonal, temporary, and re-hires MUST have a Social Security
number.
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A case cannot be created in E-Verify without a Social Security number. If a newly
hired employee has applied for but has not yet received his or her Social Security
number (i.e., if he or she is a newly arrived immigrant), make a note on the
employee’s Form 1-9 and set it aside. The employee should be allowed to continue to
work. You must create a case in E-Verify using the employee’s Social Security
number as soon as the Social Security number is available.

If the case was not created by the third day after the employee started work for pay,
you must indicate the reason for this delay in E-Verify. You may choose a reason
from the drop-down list or state a specific reason in the field provided.

Employers must complete Section 2 of Form 1-9 in its entirety. To complete Section
2, employers must examine documents that establish the identity and employment
eligibility of the employee. The employer may not specify which documents from the
list of acceptable documents on Form 1-9 an employee may choose to present.

Some documentation establishes both identity and employment eligibility (List A).
Other documentation establishes identity only (List B) or employment eligibility only
(List C). An employer may accept one document from List A, or a combination of one
document from List B and one document from List C.

Any ‘List B’ document presented to an employer participating in E-Verify MUST
contain a photo. However, if an employee objects to photo document requirements
for religious reasons, call E-Verify at 888-464-4218. If the employee presents a U.S.
Passport, Passport Card, a Permanent Resident Card (Form 1-551) or an Employment
Authorization Document (Form 1-766) you must obtain a copy of it and retain it with
Form 1-9. For more information on Form 1-9 retention guidelines, refer to the
‘Handbook for Employers: Instructions for Completing Form 1-9 (M-274).’

RECEIPTS

Employers must consider whether or not they can create a case in E-Verify for an
employee who has presented an acceptable receipt to complete Form 1-9.

If the employee presents a receipt showing that he or she applied to replace a
document that was lost, stolen or damaged, a case cannot be created in E-Verify.
Presenting a receipt in this situation does not complete the Form 1-9 process for
E-Verify. You must wait until the employee presents the actual document for which
the receipt was presented before you can create a case in E-Verify for the
employee.

Employers may create a case in E-Verify for an employee who presents the following
receipts:

e The arrival portion of Form 1-94/1-94A with a temporary 1-551 stamp and a
photograph of the individual.

e The departure portion of Form 1-94/1-94A with a refugee admission stamp.

For more information on acceptable receipts, see the ‘Handbook for Employers:
Instructions for Completing Form 1-9 (M-274)’ or visit www.uscis.gov/i-9central.

REHIRES

While employers must use E-Verify to verify the employment eligibility of employees
who are rehired, they should never use E-Verify for reverification.
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If you rehire an employee for whom you never created an E-Verify case and the
employee’s previous Form 1-9 lists an expired identity document (List B), then you
must complete a new Form 1-9 and create a case for the employee in E-Verify.

If you rehire an employee for whom you created an E-Verify case, and the
employee’s previous Form 1-9 lists an expired identity document (List B), then you
may either:

e Complete Section 3 of the employee’s previous Form 1-9 and not create a new case
for the employee in E-Verify; or

e Complete a new Form 1-9 for the employee and create a new case for the
employee in E-Verify.

REMINDER

#*  All newly hired employees need a Social Security number (see exception above)

#* Do NOT specify or request which documentation a newly hired employee must use for
Form I-9

*  Any ‘List B’ document MUST contain a photo (see exception above)

% If the employee presents a U.S. Passport, Passport Card, a Permanent Resident Card
(Form 1-551) or an Employment Authorization Document (Form I-766) you must obtain a
copy of it and retain it with Form 1-9.

3.2 CREATE A CASE

The next step is to create a case in E-Verify. An E-Verify case must be created no
later than the third business day after the employee starts work for pay. If the E-
Verify employer agent learns that he or she has inadvertently failed to create a case
by the third business day after the employee starts work for pay, the E-Verify
employer agent should bring itself into compliance immediately by creating a case
for the employee. Do not create a case for an employee hired before the effective
date of your memorandum of understanding (MOU).

In some cases E-Verify prompts you to check the information provided or recreate
the case before it can provide a case result. This section reviews each of these
scenarios in detail.
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HIRE DATE

The hire date is the date the employee began (or will begin) work for pay. Enter the
Section 2 ‘Certification’ date from the employee’s Form 1-9, circled below, as the hire
date in E-Verify.

Section 2. Employer Review and Verification (To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this fo