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CLIENT TRAINING: RESOLVING
HR - Payroll - Benefits - Compliance E-VERIFY ACTION DUE
MESSAGES

This guide explains how to access the HRWorkCycles (HRWC) E-Verify Dashboard through the
Questco Client Portal. It is written in simple, easy-to-follow language so you can quickly find and

manage E-Verify cases.

Logging in to the HRWorkCycles (HRWC) E-Verify Dashboard

e You must have permission to access E-Verify in the Questco Client Portal.

e Your company must already be set up for E-Verify in HRWC with an active Memorandum of
Understanding (MOU).

¢ If you do not have access, contact your Client Success Manager for help.

How to Access HRWC E-Verify

a—

Log in to the Questco Client Portal.
From the dashboard, select My Employees.
Click E-Verify. This will open the HRWC dashboard in a new window.

INEEAREN

Use the HRWC dashboard to search for cases, create new cases, work open cases, and close

complete cases.

B hrworkcycles Dashboard

MENU

88 Dashboard

HOME  E-VERIFY

& New E-Verify E-Verify - Resource Center E-Verify® Resources
. E-Verify Case Processing Manual [ E-Verify Poster 7
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B Reports Right to Work Poster o

Q

SAVE - Commonly Used Immigration Documents

SAVE - A Guide on Immigration Documents Commonly
Used by Benefit Applicants

Invalid Token Error

If you click the E-Verify link and see an Invalid Token error, your user account may not be set up
properly, or there may be an issue with your user information. Please contact your Client Success

Manager for assistance.
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Working Cases on the E-Verify Dashboard

In the E-Verify Dashboard section of the HRWC dashboard, you will see groups of cases that need

attention. Click the category name to open the list of employee cases that need action.

W@ hrworkcycles E-Verify® Dashboard
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Case Statuses and Actions Needed

Employment Authorized or Verification Complete - Authorized

If the case status includes the phrase “Employment Authorized”, then the case has been approved,

and no further action is needed.

hew admin-gen
@ hrworkcycles Employee Record @ v o
MENU
88 Dashboard Employee Information * Active Documents
©r New E-Verify Name Date of Birth Social Security # Phone
h ED B BOONE 02-18-1980 XNK-KX-1424 (503) 556-8888
i Search Address Email Employment Date Prism Employes 1D
317 T7th A DGMAILS.COM 02-26-2024 A0177

wanue EBOOMER

E* Reports

Termination Date

Employment Eligibility Verification * Case Closad
Comments
Case Status

Closed

Varification mora than 3 days old  Awaiting Social

Case Closure Security Number

Employment Authorized Auto Close

Case #

20241991510054J

Return fo Previous Page ]
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Data Error: Late Verification Reason Code is required

If the E-Verify case was created over three (3) days from the hire date (reason_for_delay_code),

you'll need to click the Correct Data button.

Employment Eligibility Verification * Data Error

Case Status

Data Error: Invalid value for "reason_for_delay_code”, reason_for_delay_code is required.

Case #

Mot Available

‘ Correct Data '

Select the option that best applies to the case from the dropdown menu. If you select Other, a fillable
text box will appear for you to enter the reason for the delay. Once you click Submit, the E-Verify

case will be submitted, and a new result will be displayed.

P
E-Verify Correct Data - 3 Day Comment Required

This case was not processed within three business days of the employee's
hire date. Please provide a reason for the delay, as required by E-Verify

regulations. E-Verify Correct Data - 3 Day Comment Required

Reason for Delay This case was not processed within three business days of the employee's

- hire date. Please provide a reason for the delay, as required by E-Verify
regulations.

Reason for Delay

E-Verify Correct Data - 3 Day Comment Required Awaifing Social Security Number

Technical Problems

This case was not processed within three business days of the employee's
hire date. Please provide a reason for the delay, as required by E-Verify
regulations.

Audit Revealed that New Hire Was Mot Run
Federal Contractor with E-Verify Clause verifying an existing employee

Awalting response on case created with incorrect information
Reason for Delay

har

Other -

cnter reason for aelay ]

If Other is selected for your Three Day Comment you must provide a Reason for Delay.

cancel m
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Review of case data required

Inside the Employee Record, click on the Work Case button. The next screen will allow you to review

and correct the employees’ information.

Employment Eligibility Verification
Case Status

Review of case data required.

Case #
2025303170659DM

=

You'll select Yes or No for each
piece of information that's
presented. Click Confirm, and the
data will be sent to E-Verify. The

case status will update.

questco.net HR

Review Case

E-Vertty Review Case
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Photo Matching

If the case status shows Photo Matching Required, take the following steps:

Inside the Employee Record, click on the Work Case button.

Employment Eligibility Verification

Case Status

Photo Matching is required

Case #
2025303170854EA

* Photo Match

A window will appear asking you to verify that the photos are the same.

Use the documents provided by the employee
to compare and verify that they match the
photo

in HRWorkCycles.

Select Yes, No, or No Photo Displayed.

If No or No Photo Displayed is selected, the
option to enter a termination date is presented
in the event an employee is terminated or is a
no-show.

Click Submit to send the selection to E-Verify
and update the case status.

questco.net HR « Payroll - Benefits

« Compliance

E-Verify Photo Match

As part of the E-Verify process. you are required to compare this photo with the one on the
document provided by the employee during Form |-9 submission.

Does this photo match the photo on the employee's document provided?
Yes, the photo matchas
No, the photo does NOT match

No photo displayed

-
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If the case status shows Scan and Upload Front and Back of Employee’s Document, follow these

steps:

Click the Scan and Upload button.

Employment Eligibility Verification

Case Status

Scan and Upload front and back of Employee’s document

Case #
2025324185344KH

Work Case

The next page will ask you to upload both the front and back

of the document. Click Continue.

e File Types accepted: jpg, .png, and .pdf
e File Size Limit: 3MB

Commonly requested documents include:

e U.S. Passport or Passport Card
e Form I-551 (Permanent Resident Card)
e Form I-766 (Employment Authorization Card)

You can also Close the E-Verify Case and select a
reason for closure:

¢ If Employee is no longer employed, the case
is being closed because the data being
entered is incorrect, or other (populating a
text field to enter a reason).

® Scan and Upload

E-Verify Scan & Upload

« ELAINE GOODELL. Prease 3

Max

Important:
Verify Case buttor

Document Front

Uploasd & cloar image of tha frent side of the identfication decumant.

Chogse File

Document Back

xg of the back side of the identcation documant

Chogse File

Cancel Closa E-Varify Case

wibmit & valid photo of ELMNE GOODELLs

s n kenges emgloyed, ploase cick tho Clase E-

E-Verify Duplicate Case # 2025324185344KH

This E-Verify case cannot be reopened once it's closed.

To close this case, please select a reason from the options below *

[

Employee is no longer employed.

The case is being closed because the data entered is incorrect.

I The case is being closed with a reason of "Other”.

Once submitted, the information is sent to E-Verify, and the case status will update automatically.

questco.net HR « Payroll -

Benefits « Compliance
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Duplicate Record Resolution is Required

If the case status shows Duplicate Case Resolution Required, follow these steps:

Click the Work Case button

Employment Eligibility Verification Duplicate Case

Case Status

Duplicate Case resolutfion is required

Case #
Mot Available

The “Duplicate Case” box will appear, and you will select a reason for closure from the dropdown. If
Other is selected, a text field will

[ 4
populate to enter the reason. E-Verify Duplicate Case # 2025324180807FC
This E-Verify case cannot be reopened once it's closed
You can choose to “Continue This To close this case, please select a reason from the options below *
New Case” and select an option [ _ ]

The case is being closed because another case with the same data already exists.

from the dropdown menu.

The case is being closed with a reason of "Other".

Click Continue New Case. A E-Verify Duplicate Case

. . . The informaticn you entered matches one or more previously created cases for MARIA RODRIGUEZ with ATI LLP.
confirmation message will appear,

Please review ALL previous cases to confirm that the employee has not already been verified.

To continue with verifying employment eligibility for this individual, you must close any previously OPEN cases.

and you can click Close to go back

Status Case Number MName Created Date Hire Date Action
to the employee record for an
_ LOCAL R
2025324180807FC EYENINE 2025-1-20 2025-1-20

updated status.

To continue this new case, please select a reason from the options below *

The employee is a rehire and | am required 1o create a new case.

Incorrect information entered

DHS (Department of Homeland Security) asked me o create a new case
SSA (Social Security Administration) asked me to create a new case
Previous case result: Resubmit

L
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Tentative Nonconfirmation (DHS and SSA)

Tentative Nonconfirmation (TNC) occurs when the information submitted for an employee does not
match records with either the Social Security Administration (SSA) or the Department of Homeland
Security (DHS).

A TNC may indicate that information in Section 1and/or Section 2 of Form I-9 needs to be reviewed
for accuracy.

Employment Eligibility Verification ® Pending Referral (TNC)

Case Status

Tentative Nonconfirmation (SSA)

Case #
2025303171459EK

Reasons a TNC May Occur

SSA Tentative Nonconfirmation (SSA TNC) may occur if:

¢ The employee’s citizenship or immigration status has not been updated with SSA

e A name change was not reported to SSA

e The employee’s name, Social Security Number, or date of birth does not match SSA records
e There is another type of mismatch in SSA records

e The information was entered incorrectly by the employer

DHS Tentative Nonconfirmation (DHS TNC) may occur if:

¢ The employee’s name, A-number, I-94 number, or foreign passport number does not match
DHS records

o Identification documents (such as a U.S. passport, passport card, driver's license, or state ID)
could not be verified

e The employee’s information has not been updated in DHS records

e The employee’s citizenship or immigration status has changed

e There is another type of error in DHS records

¢ The information was entered incorrectly by the employer

SSA/DHS Tentative Nonconfirmation (DHS TNC) may occur if:

e Errors may be present in both Sections 1 and 2 of the Form I-9
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How to Process a TNC

Employee Notification E-Verify Tentative Nonconfirmation (TNC)

Employee Information

Last name: COOK
Birth date: 05-05-2000

First narme: DAVID

If the employee provided an email
on the Form I-9, the TNC notice will
be emailed automatically. The
employee can download the
Further Action Notice and choose
how to respond.

Employer Notification

You will receive an email once the
employee electronically signs the
notice. Important: The case does
not update automatically; you must
click Work Case and submit it to E-
Verify.

Correcting Data Entry Errors

If you notice incorrect or mistyped

Social security #: XxX-XX-4239
Case #: 202530317T1459EK

It's okay! E-Verify just needs some more information fram you and DAVID COOK befare confirming

employment authorzaticon,

A "Tentative Non-confirmation” response is received when the infarmation you provided was compared
electronically fo information contained in the 554 or DHS databases, and the agency was unable to
canfirm the information matched, or verify that the person i eligible to work in the United States, This
does net mean that the employee is not autherized to work.

Mext Steps?

STEP1

You must download. print. and review the Further Action Notice with DAVID privately. Make sure that
DaVID fully understands the Further Action Notice. This document will explain why DAVID receved

this resulf. and what 1o de next.

& Download Further Action Netice (English)

& Downlead Furthar Action Notica {Spanish)

E-Varify Tentative Nonconfirmation (TNC)
Empiloyea Infarmation

Firat name: A0

Soeial sacuity 8 XXK-KX-4239

Case #: 2025303TN459EK

Las! name: COOK
Birth date: 05-05-2000

STEP 2
Ak it DAVID wil chooss ho bake Behon 1o resobe this error Bnd cormect 1he date mismateh that led
1o thes result,

I DAVID chooses to take sction o resolve this case, indicate that in the eption below. Make
sure DAVID understards that afer you select this optian, Thers wil be 8 doading of 8 federal
governmant working days starfing loday %o take action. Il an amal was provided, DAWVID wil
s & confrnation amal that indicates whan Ihis counidawn begirs,

If DAVID chaoses nat to fake action o resalve this case, indicate that in the option below, You
will receive o finel resul that indicates that we were uneble so confirm employment cigisilty. D
needs to understand that refising fo feke action coud result in losing fhis job.

B Yiaw Furthar Action Bstice

Afrar DAVID COOK has reviewsd the Further Actlen Notica, select the option fhat Indicates the
dacision balow.

VI il fake noction ko resahve this E-Verfy case
EAVID will not taks action 1 machon this case

Tha infarmation nntened was rot correet

document information, select “The information entered was not correct.”

If the Information Is Correct

Print the English or Spanish Tentative Further Action Notice and follow the instructions.
¢ Anunsigned copy is automatically saved to the employee’s HRWC record.
¢ The employee and manager must sign the letter; upload the signed version
¢ The employee and manager will need to sign the letter.

questco.net HR

Payroll

Benefits « Compliance
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Record the Employee’s Decision R D tos TN

Empleyes Infarmation

First name: DAVID Last name: COOK
Select the appropriate option for how the i e
employee chooses to proceed with the TNC. s sse HR Workeycles

j ?) =FETI =% 2F! %!
U— U B demo.hrworkeycles.comjhrmar/portal?page=FETCH&target=%2Fhrmar%2| [B0%] 1

1o this result.

Referral Date Confirmation eonman R aiaiv[ alds + peTe@ sy

sure DAVID undersfan

government werking —
s EVerify

A Referral Date Confirmation letter will open 1 DAVID chooses nt P
will receive a final rasl Further Action Notice
in a new window and will automatically save needs o uncertiogly Why You Recaived This Notice
B View Furthes Acsion N Your employer, Test Company | uses E-Verity to confirm work eligibility in the United States,
I - Vert inf q I ification,
to the employee’s HRWC record. oGl vt To oAyt Sy e i £y oy o
- &4 nat m. d labl & Soci U i i ), re ting ina
After DAVID COOK hy rten sog el Toratos Rarcanprrston (s mtineln
decision below:
FORCE Reason for Your Mismatch
. . DAVID will take acti SEN & imvasa
Flnal ProceSS|ng DAVID will not fake Mismatch Date: 10/30/2025 E-Verify Case Number: 202530317 1458EK
The information end This doss not necessarily mean that you are not authorized te work in the United States. There
are many possible reasons why E-Verify could not match your information to available records, listed
at btk fwwew. E-Verlfy. gow/mismatch.
The information is sent to DHS/SSA. After the Take Action to Resolve the Mismatch

-

employee resolves the issue with the agency,
the case status in HRWC will update. -

What Happens Next

The case information is sent to SSA or DHS for further review. Once the employee contacts the
appropriate agency and resolves the issue, the case status will be updated automatically in HRWC.

Employee Referred

If the case status shows Employee Referred, no action is required at this time.
This means the employee has been referred to the SSA or DHS to resolve the mismatch.

e Wait for the agency to review and update the case
e The status will automatically update in HRWC once a decision is made
Employment Eligibility Verification < Referred

Case Status

Employee Referred

Case #
2025324185614KK
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Final Nonconfirmation

This means that E-Verify cannot confirm the employee’s employment eligibility. You'll need to work

the record and choose how the case will be closed.

Employment Eligibility Verification * Final Nenconfirmation

Case Status

Final Nonconfirmation

Case #
202532841 41KA

You're able to enter a termination date, a reason for continuing to employ the employee, or close out

the case to enter corrected information.

E-Verify Final Nonconfirmation (FNC)

Employaa Information

First name: JAMES Last nama: THOMPSON
Social security #: XxXX-¥X-3121 Birth date: 05-05-2000
Cage #: 2026324184141KA

Unfartunataly, E-Verify iz unakle to confirm JAMES THOMPSON's authorizafion for employment. Please

closa JAMES's casa balow to indicete w

E-Verify Final Moncenfirmation (FNC}
Mext Steps
Employes Infermation

‘Whan an employas receives a Final Nory
not be ivilly or criminally liable under ary  First name: JAMES Last name: THOMPSDN

anod faith reliznce on information provic)|  Social seourity #: X0 KK 3121 Birth date: 25 05 2000
nat you will confinue o employ JAMES 7| Case #: 20253241B47414A

Unforiunately, E-Werfy is unakile to confirrn JAMES THOMPSON's autharzation for employmeant. Please
close JAMES's cass nelow ta indicate whethar or not yau infend to confinus JAMES's employmant.

Below, indicate whether or not you wi
Final Nonconfirmation.

. Tha Employsr will no lenger smplay J Next Steps

: § When an employes receties & Final Moncasfirmation an erployer may terminate the emplayee and shall
The Employer will continue Io employ nat ke civilly or criminally liable under ary law for the termination. 23 long as the acton was aken in
Meither of the options above apply - 11|  good faith reliance onirfarmation arovided through tha verdfication system. Below, indicate whather or
nat you will continue to emalay JAMES THOMPSON sfter receiving & Final Moncorfirmarion.
Termination Date *
n-21-2025 Belaw, indicate whether or nat you will continue te employ JAMES THOMPSON affer recaiving a
Final Nonconfirmation.

Tha Employer will na langar smplay JAMES THOMPSON

Thr: Employnr will canfinue to amplay JAMES THOMPSON

Meither of the apfions above spply - | am closing Hhis cese for a different s,

Reason for Continuad Employmeant *

7 Fimal Nomcanfrmation was

Fls

s indicats why yeu A chccsing 1o arrploy JARES T

Ganzel
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