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The information on this page is out of date. However, some of the content may still be useful, so we have archived the page.

You can create and submit cases in E-Verify by following the steps below.

From the E-Verify homepage, select Cases.

From the drop-down menu, select New Case.
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Enter the employee’s information exactly as it
appears on Form I-9.

If the employee provided an email address on
Form 1-9, you must enter it into E-Verify. If the
employee did not include an email address, click
the box next to No email address provided.

» Note: If you don’t enter the required
information in the correct fields, E-Verify will

give you an error message and stop the case.

Click Continue.
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Enter Form |- Information

Employee Information and Attestation

Last Name @ First Name

5 ype sach one snd hit Enter' o submit and Backspacs' 1o remove

Date of Birth

MM/DDAYYYY

U.S. Social Security Number

Employee’s E-mail Address

Client Company Name

No email address provided.

Middle Initial
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Select the same box the employee marked in the
attestation section in Section 1 of Form I-9.

Click Continue.
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E Verify

Citizenship Status

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

4 Click List A Document or List B & C Document.

Then select the document or combination of documents

Employer or Authorized Representative Review and Verification

‘What document types are on d d's Form F9?

List A Document List B & C Document
the employee provided in Section 2 of Form I-9. Enter
the information requested based on the documents List A Document
Se[ected . Foreign passport with Arrival/Departure Record (Form 194) A
Click Continue. Foreign Passport Number
ployee presented a Foreign Passport
characters,
Country of Issuance
Select an option... v
Expiration Date
‘What document number is on the I-94
Allen/USCIS Number Form 124
5 Enter the employee’s first day of employment. Additional Case Details

This is in Section 2 of Form I-9. You can also choose
one of the following:

« Today,

« 1DayAgo, or

« 2 Days Ago

The corresponding date automatically populates in the
Employee’s First Day of Employment field.
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‘Select the Employee's First Day of Employment

Todsy | 1Dsyage | 20apsAge

Employee's First Day of Employment ©

08/13/2017

Case has not
A Youmust submit & case o later than the end of three business days after anew hre has begun work for pay. You may sl submit the case beyond the three-day Geadline, but you must state a feason why you
submitted the case ate.

‘Select a Reason for Delay

Awaiting Social Secuity Number
Technical Problems

Audit Revealed that New Hire Was Not Run
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5 » Note: If you enter a date more than 90 business days beyond the current date, E-Verify will give you an error message.
The date you enter must be between 11/07/1986 and 90 business days in the future.

» Note: If you create the case in E-Verify three or more days after the employee’s first day of employment, you must
explain why you are creating the case late. Choose one reason from the Select a Reason for Delay drop-down menu. If
you choose Other, you must type a reason in the Reason for Delay text box.

Employee ID is an optional field you can use to assign an internal tracking code or unique identifier to a case.

Click Continue.

6 Review the information you entered into E-Verify and YT
ma ke sure it matCheS the Info m ation on the em ployee’S S:Z:rfeiz::?g;!ﬁcﬁ:: ts:gn;d:;né:;: EZT:T;E:‘;:_’”"“OH listed in Tes Test's Form |-9. You can change informaticn before receiving
Form-9. '
Employee Information and Attestation
« If you need to make corrections, click Edit Case Name
. Tes Test
Deta I ls' Date of Birth
« Toreturn to the Review Case Screen, click B0
Unrestricted Social Security Number
Continue. it
. . ) . ) Client Company Name
+ Once you confirm the information is correct, click s Action Logg
N Citizenship Status
Submlt Case. Alien Authorized 1o Work
Alien/USCIS Number
4123456789
» Note: If you need more time to make sure the
information is correct, you can click Save & Exit. Employee or Authorized Representative Review and Verification
You can go back to the case later by finding it under List A Bocument
Arrival/Departure Record (Form 1-94) with temporary 551 stamp or refugee admission stamp (receipt)
View/Search Cases. Expiration Data
1272152123
Country of lssuance
Afghanistan

» Note: If you determine you no longer need to
submit this case, you may click the Close Case link.
The case will be closed without being submitted.

Additional Document
Foreign Passport

Document Number
123456789

Expiration Date
1211242020
. . " . . Country of Issuance
Our job aid on View/Search Cases explains how to find a Afghanisten

closed case later.
Additional Case Details

Employee's First Day of Employment
08/12/2019

Edit Case Details

By clicking ‘Submit Case’ | confirm that the case i reflects the on the employee’s Form |-9.

Clicking 'Close Case’ will result in the case automatically closing without being submitted
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