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Legal Disclaimer 
 

This document’s only purpose is to provide an outline of instructions for ordering 
the I-9 Employment Eligibility Verification through our online Verification 
Management System (VMS) as well as an overview of E-Verify processes, 
capabilities and regulations; it is not to be used as legal advice. There may be 
varying requirements for, and restrictions on, use of the E-Verify process 
depending upon the jurisdictions in which you have or hire employees. Consult 
your own legal counsel for compliance advice.  
 
For complete E-Verify requirements, please consult the E-Verify User Manual at 
http://www.uscis.gov/files/nativedocuments/E-Verify_Manual.pdf, your 
Memorandum of Understanding, and your legal counsel. 
 
 For complete Form I-9 regulations, you may refer to the USCIS Handbook for 
Employers: Instructions for Completing the Form I-9, available on the USCIS 
website at http://www.uscis.gov/files/nativedocuments/m-274.pdf.  

 
 

 



 
 
 
 

Electronic I-9 Verification Via E-Verify 
User Guide Summary 

 
The E-Verify Program is a program established by the U.S. Congress under the Illegal 
Immigration Reform and Immigrant Responsibility Act of 1996. The E-Verify program 
confirms information from a Form I-9 to determine a new employee’s eligibility to work in 
the United States and to validate the Social Security number. Verified Credentials is a 
certified “Designated Agent” for the E-Verify program and can offer its clients access to 
the E-Verify process.  
 
Key Features: 

 Online I-9 verification form auto-populated with pre-hire screening information  
 E-storage of E-Verify verification results and copies of Form I-9’s 
 Automated email notices for required actions 
 Capabilities to search and sort I-9 verifications 
 Real-time status updates from E-Verify 

 
Process Overview 

 
1. Registration  
Special forms are required for E-verify registration. Clients must complete a Client I-9 
Sign-up Form and Memorandum of Understanding and return them to the Sales 
Department. After successful registration, Verified Credentials is required to provide 
clients with the following documents: 

 E-Verify User Manual (required) 
 Right to Work and E-Verify Participation Posters in English and Spanish (required) 

 
2. Ordering Process 
To request an Electronic I-9 Verification on a new hire, clients have two ordering options 
within our Verification Management System (VMS): 

1. Create a new order 
2. Click “Order Electronic I-9 Verification” button in Completed, Invoiced and Archived 

orders 
 
3. Initial Results 

1. Employment Authorized 
2. SSA/DHS Employment Not Authorized 
3. SSA Tentative Non-Confirmation 
4. DHS Verification in Process 

 
4. Resolution Process 
Initial results 3 and 4 both require follow up actions by the employer and employee. A 
Tentative Non-Confirmation and Referral letter will be automatically saved to the order’s 
Documents and emailed to the order requestor. The employee needs to be notified within 
three (3) government business days and contest the result within eight (8) days. 
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Electronic I-9 Verification Overview 

 
 
What is E-Verify? 
E-Verify, formerly named the Basic Pilot/Employment Eligibility Verification Program, 
allows employers to submit I-9 information electronically to verify work eligibility 
through the Social Security Administration and Department of Homeland Security. 
Information verified may include: 

 
 Social Security number  
 Work visa authorization  
 Immigration “A” number 
 I-94 arrival and departure numbers  

 
 
Who Needs to Complete Form I-9? 
When you decide to participate in E-Verify and conduct Electronic I-9 Verification, you 
must conduct verifications on all employees with no exceptions. Every employee 
must complete the Form I-9 and E-Verify process within 3 government business 
days of the hire date. Standard Form I-9 requirements apply to the E-Verify process, 
with the exception of when a Type B document is presented by the employee, it must 
include a photo. 
 
 
Who Does Not Require I-9 Verification? 

 Temporary workers 
 Contractors 
 Volunteers  
 Persons transferring within a company  
 Employees rehired and resume work within 3 years of completing the initial I-9 
 A new I-9 is not required for: 

o An employee who completes paid or unpaid leave 
o A temporary lay-off 
o A strike or labor dispute 
o Gaps between seasonal employment 

 
 
Important E-Verify Regulations for Employers: 
 

1. Conduct I-9 Verifications only on new employees within 3 days of their 
hire date 

 

2. Do not use E-Verify selectively and verify work eligibility of all employees  
 

3. Notify employees of the use of E-Verify via Right to Work and E-Verify 
Participation posters or an authorized brochure with employee rights 

a. In both English and Spanish 
b. Posted in plain view at hiring site(s) 
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Features & Benefits 
 
 
Features: 
 

 Quickly Place Order: Instantly begin process by clicking the “Order Electronic I-9 
Verification” button 

 
 Pre-populated Online Form: Fields of the Electronic I-9 Verification order form 

are auto-filled with information from the background check  
 
 Online Storage of I-9 Documents: Scan and save a copy of the Form I-9 with the 

employee’s Electronic I-9 Verification results to replace your archive of hard copies 
 

 Notices of Required Actions: We regularly email you when follow-up action is 
required in cases where the DHS or SSA needs more time to confirm information  

 
 Search and Sort Results: In our Verification Management system you can 

manage and review Electronic I-9 Verifications by a variety of criteria  
 

 Status Updates: View real-time status updates on Electronic I-9 Verifications  
 

 Archive Current and Historic E-Verify Results: View all employees with In 
Progress orders and Completed E-Verify results in historical data 

 
 
 
Benefits: 
 

 Consolidates HR Records: Results from E-Verify are stored online with 
background screening information 

 
 Cost Savings: Save human resources time, labor and resources 

 
 Improve Accuracy: Required information is validated before the Electronic I-9 

Verification order form can be submitted to E-Verify 
 

 Simple Self-auditing Capabilities: With online administrative tools and storage of 
E-Verify results  

 
 Risk Management: Prevent the charge of fines and PR crises related to 

employing unauthorized workers, which can result in fines of up to $11,000 per 
violation 
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Registration and Account Setup 
 
 
Account Setup Requirements 
According to government regulations, you are required to register with E-Verify before 
Verified Credentials can provide I-9 verifications to your organization. You must execute a 
Memorandum of Understanding (MOU) that sets forth the responsibilities of the Social 
Security Administration, the U.S. Citizenship and Immigration Services Bureau, the 
Designated Agent and the employer. 
 
Required Registration Forms (See Appendix A): 

Step 1.  Verified Credentials I-9 Client Sign-up Form 
Step 2.  Memorandum of Understanding (MOU) 

 
Required Resources for Employers: 

 E-Verify User Manual 
 Right to Work Poster in English and Spanish (required for employers) 
 E-Verify Participation Poster in English and Spanish (required for employers) 
 Electronic I-9 Verification User Guide 
 

Optional Resources (available on our Forms web page): 
 USCIS Employers Form I-9 Handbook 
 E-Verify Know Your Rights 4-page Brochure in English and Spanish 

 
 
Registration Process 

1. Contact our Sales Department or visit our website for an I-9 Client Sign-up Form.  
2. Return the application to our Sales department or your Account Executive by fax or 

email. 
3. We will register you with E-Verify and send a customized Memorandum of 

Understanding.  
4. Return the signed and executed Memorandum of Understanding to our Sales 

department.  
5. We will send an email confirming the successful E-Verify registration. Required 

materials will be emailed to you (see Appendix B for illustrations and Appendix C 
for descriptions of materials): 

a. Two (2) posters in English and Spanish 
b. A link to the E-Verify User Manual  
c. Electronic I-9 Verification User Guide  

 
 
E-Verify Manual  
According to the MOU, Verified Credentials must “provide a copy of the manual to the 
Employer so that the Employer can become familiar with and comply with E-Verify policy 
and procedures.” Pages 1-37 have helpful information for employers, including E-Verify 
policy, processes and verification results. 
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Order Placement and Verification Process 
 
 

Regulations for E-Verify 
Employers ordering the Electronic I-9 Verification are required to verify that the 
information entered is exactly how it appears in Sections 1 & 2 of the newly-hired 
employee’s completed Form I-9. Employers must initiate the Electronic I-9 
Verifications within three (3) government business days of the hire date. 
 

 

I-9 Verification Ordering Processes 
 
You have 3 ways to order within our Verification Management System: 
 

1. Create a new order – Select the Electronic I-9 Verification from list of available 
products. the electronic I-9 verification and background checks can be ordered at 
the same time if they are conducted on a new employee within 3 government 
business days of their hire date. 

 

 

 
 
 

 

2. Completed, not invoiced orders – Available by clicking the “Order Electronic I-9 
Verification” button available from Orders page 
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3. Invoiced and archived orders – Once a new hire’s background check has been 

invoiced, the Electronic I-9 Verification becomes available as an Additional Service 
associated with the original screening order. Click the “Order Electronic I-9 
Verification” button available on the Orders page to add the service. 
 
 
I-9 Verification listed as an “Additional Services Ordered”:  
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Web-based I-9 Form: Information must match the Form I-9  
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Web-based I-9 Form: Reason the Verification Overdue  
 

When more than 3 days after the hire date, the form will automatically require you to 
record the reason for the delay.  
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I-9 Verification Results 

 
 

Overview of Results 
 

1. Employment Authorized: Employment eligibility verified and Social Security 
number validate.  

a. Name match may be requested before a final result 
b. Photo match may be requested before a final result 
c. Case may be resolved instantly 

 
2. Case Incomplete: More information is needed by the DHS or SSA to complete 

the verification. 
 
3. SSA/DHS Employment Not Authorized: Details are provided with final results 

 
4. SSA Tentative Non-Confirmation: After resolution with the SSA, final results 

include Employment Authorized, SSA Final Non-Confirmation, DHS Verification In 
Process, and in rare cases, or SSA Case in Continuance  

 
5. DHS Verification in Process: After resolution with the DHS, final results include 

Employment Authorized, DHS Employment Unauthorized, DHS Final Non-
Confirmation, or DHS No Show  

 
 
Important Requirement: An employer may not take adverse action against an 
employee while the SSA or DHS are processing the verification. 
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1a.  Employment Authorized – Name Match 
 
Before a final verification result is presented, the SSA or DHS may want you to confirm 
that the name presented by E-Verify exactly matches the name provided on the Form I-9 
and identification.  
 
Go into the order in our online system and click the “Action Required” button below to 
complete the match request. 
 

 
 
 
Once you click the “Action Required” button, you will need to complete the form below: 
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1b. Employment Authorized – Photo Match 

For certain citizenship types and document types, a photo match will be required before 
the final Employment Authorized or other response is received. 

 
Go into the order in our online system and click the “Action Required” button below to 
complete the match request. 

 
Once you click the “Action Required” button, you will need to match the photo from the 
employee’s identification with the image E-Verify returns: 
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2.  Case Incomplete: Request to Re-Verify 

This initial result gives the employer the opportunity to review and correct their 
submission before a Tentative Non-Confirmation is issued. The additional information 
requested varies but may include Last Name, First Name, Social Security Number, Date 
of Birth or Alien Number, Passport Number, Document Expiration Date, etc. 

       

 
 
 

3.  SSA/DHS Employment Not Authorized 

This final result requires only that the case is closed and you document whether or not the 
individual terminated employment or continues to be employed. 
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4.  SSA/DHS Tentative Non-Confirmation  

Tentative Non-Confirmation is a preliminary result that requires resolution from you and 
the employee.  

 
The E-Verify has guidelines for presenting verification results to employees and 
instructions for when an employee wishes to contest the results. If you receive a 
Tentative Non-Confirmation result from the Department of Homeland Security (DHS) or 
Social Security Administration (SSA), Verified Credentials will forward you letters from E-
Verify, all of which require follow-up action from you and your employee.  
 
Types of E-Verify letters (See Appendix D) include: 
 

Phase I – Initial Notification 
1a.  “SSA Notice of Tentative Non-Confirmation” 
1b.  “DHS Notice of Tentative Non-Confirmation”  
 
Phase II – Employee Contests the Tentative Non-Confirmation 
2a.  “Referral Notice to the Social Security Administration” 
2b.   “Referral Notice to the Department of Homeland Security” 

 
 
Phase I – Initial Notification of Tentative Non-Confirmation 
 
Verified Credentials will email the order requestor with the SSA/DHS Notice of Tentative 
Non-Confirmation from E-Verify and instructions for actions that are required for the 
employer and new hire. Notices are also archived and accessible within the order’s 
Documents. The Employer has three (3) government business days to provide the 
employee with the E-Verify notice. Verified Credentials will email the letter to the order 
requestor every 24 hours for 8 business days. If you have not presented the employee 
with the letter in that time, Client Services will personally contact you to ensure the 
employee is given notification and opportunity to contest the result. 
 
Once the employee has been notified, you record the resolution of the Tentative 
Non-Confirmation in our online system within eight (8) government workdays of 
the date of the E-Verify letter. This is required to complete the order and to have a 
compliant E-Verify process.  
 
The steps for resolving a Tentative Non-Confirmation are as follows: 

 
1. You and the employee must complete and sign the Tentative Non-

Confirmation notice, indicating whether or not the employee will contest the 
result. 

  
 
 
 
 
 
 
 

13 



 
 
 
 
 
2. Click the “Action Required” button, which appears on the order immediately 

after initial results are received. 

 
 

3. Select the “Contest” option if the employee plans to challenge the initial 
results from E-Verify. Select the “Not Contest” option if the employee does not 
want to contest.  

 

 
 
 

4.  Store the signed Tentative Non-Confirmation letter with the original Form I-
9 or scan the notice into the order’s Documents tab in VMS. 
 
5.  Provide the employee with a copy of the signed notice and/or letter.   

 
6.  The E-Verify case number must be recorded on or attached to the 
employee’s original Form I-9. 

 
 
Phase II – Employee Contests 
 

7.  If the employee wishes to contest, you must provide the employee with the 
SSA or DHS Referral Letter, which is sent with the Tentative Non-
Confirmation letter and stored in VMS.  
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8.  The employee still has to contact the SSA or DHS within eight (8) 
government work days from the date of the letter.  
 
9.  Provide the employee with a copy of the signed notice and/or letter.   
 
10.  Store the signed Referral letter with the original Form I-9 or scan the 
notice into the order’s Documents tab in VMS. 

 
11. You will receive an email notifying you of the Final Non-Confirmation or 
other final result from E-Verify. 
 
12. You have 3 days to log into VMS, click the “Action Required” button and 

follow the instructions in the email. 

           
 

13. By clicking the Action Required button, you will then be asked to answer 
some questions to close the case. Record the status of the individual in 
the company in our online system (see Page 16). 

 
 

5. Verification in Process 
 
This status indicates that the DHS or SSA is currently reviewing the employee’s I-9 
information but the verification is not complete. This is the only initial result where no 
action is needed. 
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Case Closure Requested  
 
When a final E-Verify result is returned, you will be prompted to close the I-9 Verification 
order. The “Action Required” button related to the employee’s order will take you to a 
short form where you will close the case. Possible case closure buttons include: 

 
Status Action Required Button 

Employment Authorized 

 

SSA Employment Authorized 

 

Response to a Tentative Non-
Confirmation indicates that the 
employee does NOT contest  

 

Employee did not show up at DHS after 
a Tentative Non-Confirmation referral 

 

Final Non-Confirmation response 
received 

 
 
 
 
 

16 



 
 
 
 
Close E-Verify Case  
 
Click the “Close E-Verify Case” button to complete a form where you must indicate if the 
individual is still employed at the company. Based on the answer to that question, you will 
need to select the current status of the employee’s E-Verify case. 
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Sample E-Verify Results 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Unique Identifier 
issued by E-Verify 
for the verification. 

Initial and final 
results from E-

Verify listed here. 
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E-Verify and I-9 Legislation 
 
 

 E-Verify, formerly named the Basic Pilot/Employment Eligibility Verification 
Program,  was established by the Illegal Immigration Reform and Immigrant 
Responsibility Act (IIRIRA) of 1996 and expanded to all 50 states in 2003 

 
 Federal contractors are required to use E-Verify under the Federal Acquisition 

Regulation (FAR 1.108(d)) as required by Executive Order 12989. The regulations 
are effective May 21, 2009  

 
 E-Verify Extension and Expansion Act of 2008 HR 6454 would expand the 

program which would expire November 30, 2008 
 

 Immigration Reform and Control Act (IRCA) of 1986: Required employer to verify 
the employment eligibility status of newly-hired employees and made it unlawful for 
employers to knowingly hire or continue to employ unauthorized workers 

 
 Ten (10) state legislature’s have passed E-Verify requirements and an additional 

14 states recommend use of E-Verify for certain employer populations 
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APPENDIX A: Client Sign-up Form and MOU 
 
 
Client Sign-up Form     
 

                
 
 
 
Memorandum of Understanding (Pages 1 & 2 of 12) 
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APPENDIX B: Required Compliance Materials – Illustrations  
 
                   Right to Work Posters:                            E-Verify Participation Posters: 
 

             
 

             
 

E-Verify User Manual: 
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