
Guardian E-Verify:

Remote Employee SSA 

TNC Processing



Table of Contents

1. E-Verify Submission Process .................................................................................7

2. Notifying Employee of TNC ...............................................................................13

3. Employee Processes FAN ..................................................................................21

4. Initiate TNC Referral to SSA ...............................................................................28

5. Employee Reviews RDC ....................................................................................31

6. Monitoring Case Statuses ..................................................................................34



Table of Contents

What is a TNC?

A TNC is a Tentative Nonconfirmation issued from E-Verify indicating that

the Social Security Administration (SSA) and/or the U.S. Department of 

Homeland Security (DHS) is unable to verify the information provided for

the employee. It does not mean that the employee is unauthorized to work.

Why did the employee receive a TNC?

An SSA TNC may be received for a variety of reasons.  The specific reason 

will be provided in the Further Action Notice (FAN) Letter.

Can the employee continue to work after receiving a TNC?

Yes, if a TNC is received no adverse action should be taken against the 

employee.  Employers may not fire, suspend, delay training, withhold or

lower pay due to receipt of a TNC.

FAQ
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What is the flow for processing a TNC?

Processing a TNC involves several steps 

and involves both a representative from 

the organization and the employee.

Guardian provides screen prompts and 

instructions for managing this process.

The following image developed by 

USCIS provides a visual overview:

FAQ
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How can the employee be notified of the TNC?

In Guardian the user has three options in notifying the employee of the TNC:

1. Print or save the notice and provide it to the employee outside of

Guardian for wet signature.

2. Review the notice in person and allow the employee to electronically

sign the notice.

3. Email the employee via Guardian to access and sign the notice remotely.

How does an employee remotely access the notice?

The employee utilizes the normal employee login to review and sign the 

notice.  Login credentials can be created or reset from the employee’s
Login Info tab. 

FAQ
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Where else can I obtain information about E-Verify requirements for TNC 

processing?

USCIS has published information regarding TNCs at the following website: 

https://www.e-verify.gov/employees/tentative-nonconfirmation-tnc-

overview

Additional information can be found within the E-Verify Manual:

https://www.e-verify.gov/e-verify-user-manual

FAQ

https://www.e-verify.gov/employees/tentative-nonconfirmation-tnc-overview
https://www.e-verify.gov/e-verify-user-manual
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E-Verify Submission Process
Click Approve This I-9 to lock and 

submit the data to E-Verify.
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E-Verify Submission Process
Employees subject to E-Verify will be 
automatically submitted.  Processing 

typically takes 30 seconds or less. 
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E-Verify Submission Process
A notification may prompt the user 

to review and verify the correctness 

of the I-9 information submitted. 

Click the Continue E-Verify Process

link to proceed.
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E-Verify Submission Process
You may be prompted to verify 

submitted information is correct. 

For more information on correcting 

typographical errors see the

related tutorial.

Once you have verified the 

submitted information is accurate 

click Continue with Case. 
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E-Verify Submission Process
E-Verify returns a TNC.

Step 1: user clicks the View Form I-9 

link and reviews the I-9

for clerical errors.
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E-Verify Submission Process
Step 1: once the I-9 has been 

reviewed, user may click the View 

Further Action Notice (FAN) link
to open & review the

FAN (English or Spanish version).
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Notifying Employee of TNC

The FAN will provide a reason for the 

TNC. Employer and employee must 

review the FAN, although only the 

employee is required to sign it.
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E-Verify Submission Process
Step 2 allows the employer to 

indicate whether the case will be 

closed due to a clerical error, or if 

the TNC processing should

continue by reviewing the FAN. 

Select Yes if continuing to
process the TNC.
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E-Verify Submission Process For remote processing of the TNC, 

select the option that provides the 

employee with the electronic 

access method for employee review 

signing of the FAN. Click Continue.
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E-Verify Submission Process
Review the email and make any 

edits, if desired.

Click the Send Email button to 
initiate the remote employee FAN 

signature process.

Note: It is recommended that the 
user call the employee in 

conjunction with the email, to help 

them walk through the process.
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E-Verify Submission Process
Depending on the organization’s 

Administrative settings, the E-Mail

will contain either a temporary

Login Link, or the employee will

refer to the original Login Name & 

Password provided for
Section 1 completion.

Note: If needed, the Login Name & 
Password can be regenerated by 

going to the Login Info tab in the 

Employee Record and clicking the 

Create Login button).
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Notifying Employee of TNC
The E-Verify case is now Waiting on 

Employee Decision, and a log entry 
of the email is displayed at the 

bottom of the page.
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After the email is sent to the employee what is the next step?

There is nothing more to do from the Guardian user interface until the 

employee accesses the TNC Further Action Notice and electronically signs 

the document. The act of reviewing the notice will automatically notify

E-Verify that the employee has been informed of the TNC (eliminating the

step “I have notified this employee of the TNC” by the user on the Manual

Processing tab). The users assigned to the employee will receive an e-mail

notification once the employee electronically signs the notice.

Can the employee email alert be customized?

Yes, the email sent to the employee may be customized by a Guardian 

administrator in the Templates area of the Administration module.

FAQ
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Employee Processes FAN
Employee receives email with the 

temporary login link.
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Employee Processes FAN
After clicking the URL link provided

in the email, the employee confirms 

their identity and clicks Continue.



Table of Contents

Employee Processes FAN Step 1: Employee reviews the Further 

Action Notice (FAN). 
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Employee Processes FAN Employee reviews the TNC FAN.
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Employee Processes FAN Employee clicks the checkbox to 

confirm receipt of the notification.

Step 2: Employee selects to either 

Take Action or Not take Action to 
resolve the TNC.

Step 3: Employee confirms clicks the 

Sign the Notification button.



Table of Contents

Employee Processes FAN
Employee agrees to the Electronic 

Signature agreement.

Employee is prompted to provide 

a memorable answer to a question 

of their choosing (or enter a

4-digit PIN if enabled) and clicks

the Electronically Sign button.

Note: responses are not validated 
and will not be referenced or 

reused during any subsequent 

employee signatures. However, all 

responses are recorded, and can 

be provided in the event of an 

audit.
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What if the employee chooses not to contest the TNC?

If the employee elects to not contest the TNC then the response is 

considered a Final Nonconfirmation. The employee may be terminated with 

no civil or criminal liability as noted in The E-Verify Memorandum of 

Understanding For Employers (MOU), Article II, Section A - Responsibilities of 

the Employer (#13). 

https://www.e-

verify.gov/sites/default/files/everify/memos/MOUforEVerifyEmployer.pdf

Users may select the appropriate case closure reason on the Close Case tab 

after notifying E-Verify of the employee’s decision. 

FAQ

https://www.e-verify.gov/sites/default/files/everify/memos/MOUforEVerifyEmployer.pdf
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Employee Processes FAN

Employee is prompted to view and 

print the signed FAN Letter by 
clicking on the link.

Employee then waits for a Guardian 

User to refer the case back to 

E-Verify, at which point the page will

automatically refresh and provide

them with the RDC letter.
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Initiate TNC Referral to SSA

Following the employee’s review 

and signature of the FAN letter, click 

the Refer Case to E-Verify button.

The employee will have 8 federal 

government workdays from the date 

of the referral to contact SSA.
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After the case is referred, the user 

may download/print copies of the 

FAN and RDC letters (not required, as 
the letters are automatically stored 

in OnDocs within Guardian).

If needed, click the Email Your 

Employee Referral Date 

Confirmation Letter Is Ready button 
to send an email prompting the 

employee to log back in to the 

employee portal to access the 

Referral Date Confirmation (RDC) 
letter.

Initiate TNC Referral to SSA



Table of Contents

Click Send Email to prompt the 
employee to log back in to the 

employee portal to access the 

Referral Date Confirmation

(RDC) letter.

Initiate TNC Referral to SSA



Table of Contents

Employee Reviews RDC
The employee portal will refresh 

automatically providing the employee 

with the Referral Date Confirmation 

(RDC) Letter.
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The RDC letter provides instructions for the 
employee and specifies the deadline by 

which to take action.

The employee must print copies of both 

the signed FAN letter and RDC letter to 
bring to a local SSA field office.

Employee Reviews RDC
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What is the purpose of the Referral Date Confirmation?

The Referral Date Confirmation provides information about the tentative 

non-confirmation including the reason for the case result and actions the 

employee and employer must perform. This letter also includes the E-Verify 

case number which SSA will utilize to update the case status with E-Verify.

How long does the employee have to visit SSA?

The employee has eight federal government workdays from the date of the 

referral to visit the field office. The date the employee must visit SSA by is 

included in the referral date confirmation. An E-Verify final case result of SSA 

No Show results when the employee does not visit the SSA field office within 

this time.

FAQ
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Monitoring Case Statues
The E-Verify Status tab reflects the 

current status.
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Monitoring Case Statues The Dashboard is effective for

E-Verify Case status updates. The

Top Pending E-Verify Actions panel 
reflects the current case status.

Monitor the case status and take 

action if prompted. 

If the employee is eventually 

confirmed Work Authorized no 
additional action is required.
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For Additional Assistance

• Select Help from the toolbar to access other Guardian

tutorials.

• For additional assistance contact your in-house

Guardian expert.
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Confidential User Guide

Please do not distribute this document outside of your 

organization without our written permission.

Thank you.
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