
Federal Contractor Tools:
E-Verify Submission Batch Processing



Key Notes:

 What is Batch Processing?

Batch Processing allows a user to submit an entire group of 
I-9s that meet the Federal Acquisition Regulation (FAR)
requirements to E-Verify at one time.

 Who can submit the Batch of I-9s to

E-Verify?

Only a System Administrator has the ability to enable the 
Batch submission option.  However, all users with E-Verify 
privileges can access the Batch Processing Queue and 
submit I-9s to E-Verify. 

 How is Batch Processing helpful?

Users may elect to create and submit specified batches of 
employee I-9s.  Batches can be used to manage E-Verify 
submissions and case resolutions.



Batch Activation



Select the Administration link. 



Select the E-Verify tab.



Click the box to enable

Batch Processing. 



Click Update Info to save.



Batch Submission



Select FAR Queue.



Use Search Fields to locate

the desired records. 



Click Submit Batch.



Indicate the number of I-9s to 

submit to E-Verify out of the 

total of I-9s ready to be 

submitted.  Leave blank if all

I-9s are to be submitted.



Provide the batch with a name.



Click the button to Submit

This Group to E-Verify.



Use the Batch Name Search 

Field to locate and manage 

FAR E-Verify submissions.



• Select Tutorials and Information from the vertical toolbar to
access other system tutorials.

• Select the help icon      located in the upper left hand corner of 
the vertical toolbar.

• Send an e-mail to support@lawlogix.com

Further Assistance
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