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EXECUTIVE SUMMARY

The E-Verify Employer Search Tool provides web based users with an interface to view profiles
of employers that actively use the E-Verify program. This tool also provides users with features
such as the ability to filter the results that are displayed on the page, to sort the ascending or
descending order of the records that are displayed on the page, and to export the dataset to a
comma -separated value (CSV) file.
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1.0 INTRODUCTION
This User Guide contains essential information that enables the user to make full use of the E-

Verify Employer Search Tool. It includes an overview of the system, instructions on how to use
this User Guide, and detailed instructions on how to use the search tool.

20 OVERVIEW OF E-VERIFY EMPLOYER SEARCH TOOL

2.1 General Description
The E-Verify Employer Search Tool provides a filter to sort employer and agency results that are

displayed on the pages, and to export partial and complete datasets to comma-separated values
(CSV) files.

2.2 Privacy Act Considerations
This system is protected by the Privacy Act “Civil and Criminal Penalties” found in 5 United

States Code (USC) 552a, Records Maintained on Individuals, concerning the unauthorized use
and disclosure of system data.

Exhibit 1: Criminal Penalties

()(1) Criminal Penalties.-Any officer or employee of an agency, who by virtue of employment or
official position, has possession of, or access to, agency records which contain individually identifiable
information, the disclosure of which is prohibited by U.S. Code Section 552a or by rules or regulations
established thereunder, and who knowing that disclosure of the specific material is so prohibited, willfully
discloses the material in any manner to any person or agency not entitled to receive it, shall be guilty of a
misdemeanor and fined not more than $5,000.

(2) Any officer or employee of any agency who willfully maintains a system of records without meeting
the requirement to publish a notice in the Federal Register regarding the existence and character of the
system of records, shall be guilty of a misdemeanor and fined not more than $5,000.

(3) Any person who knowingly and willfully requests or obtains any record concerning an individual
from an agency under false pretenses shall be guilty of a misdemeanor and fined not more than $5,000.

3.0 USING THIS GUIDE

3.1  Special Conventions Used to Present Information in this Guide
This User Guide includes detailed instructions on using the E-Verify Employer Search Tool. In

the instructions, “Bold” text represents words or phrases that appear on the web interface.
Exhibits display screen shots of the application. Red boxes are used to highlight features on those
exhibits.

4.0 USING THE E-VERIFY EMPLOYER SEARCH TOOL

4.1  Using the E-Verify Employer Search Tool
When you open the application you will have the option to enter search term(s) into the filters

displayed on the screen or you can export the entire dataset to a CSV file.




Exhibit 2: E-Verify Employer Search Tool

Home = E-Verify = Aboutthe Program = E-Verify Employers Search Tool

E-Verify Employers Search Tool

This search tool allows users to view profiles on employers using the E-Verify program.

Fitter by Employer Name: Export:
Fitter bv Federal Contractor™ N} "
':3' | want to export all records.
Fiter by State: [aj3=kg -

Alabama
Arkanzas
American Samoa
Arizona
California
Colorado bt

Cirl-Click to =elect multiple tems.
Ctrl-Shift to =elect a range of tems

Fitter by ZIP Code:

Fitter by Ciby:

4.1.1 Filtering
The E-Verify Employer Search Tool is a user friendly interface that enables searching on one or

all of the parameters available. You can refine your search using the filters to limit the number or
results that are displayed.

The filter includes the following features:

e You must select at least one filter to display results.
e Youcan select as many filters as you like.
e You can click the Filter button (or hit Enter) at any time to view the results.

o Filter selections persist after results are presented so that you can continue to refine the
search.

e To clear all filters, click the Reset button at any time. Clicking Reset however will not
remove the result set currently displayed.

e A yellow box with helper text displays when you hover over the filter fields. The helper
text provides instructions on using each filter.



4.1.1.1 Filter by Employer Name
Hover over the Filter by Employer Name text box to display the helper text.

Exhibit 3: Employer Name Filter

Fitter by Emplover Name: | Export:

] ) I|Enter three or more characters to filter by Emplayer Mame., l
Fitter b Federal Contractor™/N}: |

'@' | want to export all records.
Fiter by State: |ajazkg a

Alabama

Arkanzas

American Samoa

Arizona

California

Colorado W
Cirl-Click to zelect multiple tems.
Cirl-Shift to =elect a range of itemz

Fiter by ZIP Code:

Fitter by City:

Exact Phrase Searches:

To search by Employer Name, enter at minimum the first three (3) characters of an
employer name and click Filter or hit Enter.

You can enter a maximum of two hundred and fifty five (255) alpha numeric or special
characters. Employer Name searches are not case sensitive.

For example, if you enter “abc” it will return employer names such as “ABC Academy
Inc”, or “ABC Child Care Center.”



Exhibit 4: Search Results for Phrase “abc”

Employer - Federal & F Er:]l;on‘lrac‘lor Employer a Employer a Em;llt;ye r 4 Workforce
2 v iEE i v v v i

Name Contractor? Verification City State Code Size
abc Mo nyc N 10007 1to 4
abc Mo SOMERVILLE WM& 2143 1to 4
ABC ACADENMY INC He Daphne AL 36526 1to 4
A & e ildel
R EEEEIENS BITER Mo Loz Angeles cA 90065 Sip g
Company Inc
ABC Amusements Na Greenville sC 29615 1to 4
ABC Asphalt, LLC Mo Phoenix AZ 85040 S5to 9
ABC Aute Partz Inc Mo Birmingham Al 32T 5to 9
ABC Child Care Center Mo Queen City MO 63561 S5to 9
ABC Childcare Center No Avondale AT 85323 1t 4
ABC CHILDRENS EYE - e -
SPECIALISTS PO Mo PHOENLX AZ 85006 10to 19

Only the beginning characters of an Employer Name will return results that match
exactly. For example, entering “Mobil” will not return “Exxon Mobil Corporation.” To
filter for “Exxon Mobil Corporation”, the characters must begin “Exx.”

Wildcard Searches:

Use the percent (%0) sign as a wildcard character to substitute for any other character or
characters in a search phrase. When used at the beginning of a search phrase, such as
“%exx” the results will include all employer names that include an “exx”, such as
“Aramexx Group Inc.”, “Belton Exxon Xmart” and “Pexx, Inc.”

Exhibit 5: Search Results for Phrase “%oexx”

Employer - Federal A 5 I-:r:;:lontrac’tor Employer a Employer a4 Em;llql:;yer & Workforce
~ Y i w w v i
Hame Contractor? Verification City State c Size

Aramexx Group Inc. No Ching CA 710 S5to9
Betton Exxon Xmart No Betton sSC 28627 10to 18
;;IEC”C"E Exxen Market Na Easton MD 21601 101019
Exxcel Well Service Ne Widland TX 79705 100 to 499
E;-:.'-tcn HF:bIl No Irving T 75038 10,000 and
I_CI'pCFﬂtICH over
Exxtra Help, Inc. Mo Texarkana TX 75503 100 to 495
Indesx No Greenville sC 29607 100 to 458
Kexx Inc Ne bronx WY 10473 1to 4
Pexx, Inc. Ne Plantersville TX 77363 10to 18
= e { Eme —_
;I'i”t““”‘ Management No ucsen Az BST0S 1to 4

When used in the middle of a search phrase, as in “american%company”, the search
results will include all employer names that begin “American” and have “Company”
somewhere in the end, such as “American Art Clay Company, Inc.”, “American Beef
Company”, and “American Cutting and Drilling Company.”




Exhibit 6: Search Results for Phrase “american%company”

Employer . Federal "y F g:;:lontrac’tor Employer a4 Employer 4 EmpZI:;yer 4 Workforce
? v oyee i v v v i
Hame Contractor? Verification City State Cod Size
American Art Clay Mo Indianapolis IN 45754 100 o 258
Company, Inc.
American Bank lote No Columbia ™ 38401 2010 99
Company
American Beef Mo Rockville MO 64780 20 to 99
Coempany
All new hires and all
ﬁ}mencan Boiler and Yes ex|;1|ng employess Hillside M 7205 Sip 9
Welding Company as=igned to a Federal
contract

American Bottling Mo Omaha NE 65154 100 to 459
Company
IETELT ETILE No Coraopoliz PA 15218 500 to 999
Company
American Buiding & Mo Sparta ™ 33583 1t
Construction Company
American Cast Iron
Pipe Company No Birmingham AL 35207 1,000 to 2,499
(ACIPCO)
American Clothing Mo Council Bluffs I s1501 2010 99
Company
EIETERT BT ET No Pompano Beach FL 33089 1010 19
Driling Company

Note that any number of wildcards can be used in a search phrase. For example, the
search phrase “%am%in%00” may return: “Abraham Heating & Cooling”, “Alabama
Heating & Roofing Co., Inc.” or “Hamlin Roofing Company”.

Exhibit 7: Search Results for Phrase “%am%6in%600”

Employer - Federal A g Er:]ll:(.:lontrac’lar Employer & Employer a Empzllcsyer & Workforce
~ k Y i v w v i
Name Contractor? Verification City State c Size
ABRAHANM HEATING &
. ANSAS - x 54 g
COOLNG Ne KANSAS C MO 110 10 to 1
= ST R No Birmingham AL 35205 101tc 19
Rocfing Co., Inc.
Alaman ce-Burington Mo Burlington NC 27217 2,500 to 4,899
Schools
AMERICAN FINANCLAL -
MGMT OF HOOVER No Hoower AL 35244 1to4
Americinn Ledge & ' = : coen o 99
Syites of Moorhead Mo Meorhead WMH 55560 20 to 99
AMlkidz Infinity Schools Neo Cocca FL 3259250000 10 to 19
ARAMARK Higher
Education (Erzkine Mo Due West sC 20 to 99
College-Food)
Benjamin J Burmeod Mo Azh Grove MO 65640 1to 4
Great American Casine No Lakewood Wik 98459 100 to 499
- Lakewood
Entire workforce (all
Hamiin Rofin new hires and all
Comaan g Yes exizting employees  Garner NC 27529 100 to 459
pany throughout the entire
company)




Note: Employer names are listed as they have been entered by the company so inconsistencies
and misspellings may exist.

4.1.1.2 Filter by Federal Contractor (Y/N)
Hover over the Filter by Federal Contractor (Y/N) drop down to display the helper text.

To filter by Federal Contractor status, select Yes or No from the drop down. Leave it blank to
ignore the Federal Contractor status as there may be results with no Federal Contractor value.

Exhibit 8: Federal Contractor Drop Down

Export:
CSW

Fitter by Employer Name:
Fitter by Federal Contractor(y/N ) w
] '@' | want to export all records.
Filter by State: ﬁ-lSeIeu:t Yes or Mo to filter by Federal Contractor inu:liu:atu:url

Alabama [

4.1.1.3 Filter by State
e Hover over the Filter by State combo box to display the helper text.
e Hold the Control key and click additional states to include them in the filtered

results.
e Hold the Shift key and click the first and last state to select a consecutive range of

states.
e Hold the Control key and click multiple states to add or remove them from the filter.

Exhibit 9: Filter by State Combo Box

Export:

Fitter by State: [Alaska O lonty want to export my gearch rezults.

~
@' | want to export all records.

Arcanszas

Arizona
Califomia
Colorado |SEIE|:t one or more entries to filter by Employer Statel
Ctrl-Click to gelect muTiple Tems.

Cirl-Shift to =elect a range of tems

Fitter by Employer Hams:

Fitter b Federal Contractor(/N}: w

4.1.1.4 Filter by ZIP Code
Hover over the Filter by ZIP Code text boxes to display the helper text.

10



To filter by ZIP Code, enter between one (1) and five (5) numbers in the first text box.
Alternatively, filter for the last four ZIP code numbers in the second text box but note that results
may not include the last four numbers. The field will only accept numeric values.

Exhibit 10: ZIP Code Helper Text

Fiter by ZIP Code: | 200

Filter by City: |Enter five charactnlars to filter by Employer ZIP Code. |

[ Fitter ] [ Reset ]

Exhibit 11: ZIP Code Plus 4 Helper Text

Fitter by ZIP Code:

|Enter an optional 4-character Plus4 value. |

Fitter by City:

4.1.1.5 Filter by City
Hover over the Filter by City text box to display the helper text.

To filter by city, enter between three (3) and two hundred and fifty-five (255) characters in the
Filter by City text box. The field will only accept alphabetic characters.

You must enter the first characters of a city to return matching results. For example, entering
“Francisco” will not return “San Francisco.” To filter for “San Francisco”, the characters must
begin “San.”

Exhibit 12: City Text Box

Filter by City: | San F|

Enter three or more letters or spaces to filter by Employer

4.1.2 Displaying Results
A table of results displays beneath the filters after a successful search. The date at the top right of

the table reflects the last date that the data was input into the system.

11



Exhibit 13: E-Verify Employer Results Table

E-Verify Employers Search Tool

This search tool allows users to view profiles on employers using the E-Verify program.

Filler by Employer Name: Export:
Filler by’ Faderal |:¢n1r.u:nr|\.'.'ri_._ g
Eiger EY State: Hﬂﬂ'ﬂ.ﬂ- " | O ondy want to export my S&a reh resulls.

Alabama | = pwantto export all reconds
Arkansas
Amencan Samoa
Arizona
Colorado »|

Cirt-Chck to select muliphe Rems o
Cirk-Shift to select a range of tems

Fiter by ZIF Code;
Fiter by City;
Filter Reset
fShow 10 % | entries per page nformation i current as of. DE-08-2012
Employer e Employer Employer B & Workforce
Hame * Federal Contractor?  Employes City v State ¥ 2P v size
Verification Code
(472 & 5559) Medical
Staffing Network . .
Heakthcare, LLC #472 & No Apple Valley Ca 92307 2010 89
SE5-Apple Valey, CA
0720 - Santes, CA Mo Sanies Ca 82071 20 to 59
0722 - El Cajon, CA Ho El Cajon ca 92020 20 to 99
0731 - Claremaont, CA He San Diego ca 92117 20 to B9
0755 - San Marcos, CA Mo San Marcos ca 52068 20to 59
10-4 Construction, Inc Mo Ching Ca LR Stod
101 WERTICAL " ’ 2
FABRICATION, INC He FONTANA ca 92335 20t0 99
13-D Fire Systems L[] Newvato Ca 24345 10te 19
24
E[c“ Shormen Wey Mo North Holywood A 51805 100 to 499
1440 South Euclid .\
Street LLC Mo Anaheim Ca 52802 100 to 459
Shoving 110 10 of 114 e [EEEEE
Mo i

4.1.2.1 Page Size Controls
You can change the number of entries that display on the page to 10, 20 or 50, as long as that

many records exist. Depending on the number of records displayed, a scroll bar will appear to the
right, according to the browser size, so you can scroll through the list of records that appear on
the page.

12



Exhibit 14: Page Size Controls

Showy * | entries per page

r Federal Contractor
m 4 Federal Contractor? Employee

(472 & glSelect to see ten, twenty or fifty records per page. ‘

Staffing Network

Lo

4.1.2.2 Sorting Results
Click the column heading or up/down buttons to display the results in alphabetical order (or

numerical order in the case of the ZIP Code column).

You can sort all of the columns except the Federal Contractor Employee Verification and
Workforce Size columns.

Exhibit 15: Sort Buttons

show D] + | entries per page nformation is current as of; 08-08-2012
Employer & Federal - rd'ﬂr: Contractos Employer . Employer & ZIP & |Workforce
Hame wi Contractor? ¥ Ve m" City State = = Size
Getcabled, Inc. IS::-rt By B yer Name Asoe'ﬁdlnl;l Adelanto Ca 82301 10t0 19
USA Services, Inc. ™ Adelanto Ca 82301 20 to 99
SAFEWAY SIGN CO He ADELANTO C& 52301 20 t0 99
Spacificoat Ne Adelanto CA B2301 110 4
Totattrans Express inc. Ne Adelanto C& 92301 110 4
E:::‘:':;:“"' i Ne Adelanto CA 92301 100 to 499
Hottinghil Gate LLC No Agoura Hils Ca R 20 to 99
Nurses in Partnership Ne Agoura Hiks Ca 1301 20t0 99
Softex Holdings, Inc Ne Agoura Hils Ca 81301 100 to 455
Fin |
gg:su':i::“ No Agoura Hils cA §1301 10 4

4.1.3 Exporting Controls
You can export the filtered dataset or the entire dataset as a CSV file. The CSV file will include

the raw data and column headers and no other formatting.

13



Exhibit 16: Exporting Results

Show m » entries per page

Filter by Emplgyer Hame; |
Fier by Federal Contractorly'N): | W

E-Verify Employers Search Tool

This search tool allows users to view prafiles on employers using the E-Verify pragram.

Fiiter by Stale; | Maska
Habama

A
{472 & 959) Medical
Staffing Nabwork No
Heakhcare, LLC 3472 &
SE5-Apple Vabey, CA
0720 - Santes, CA Ho
0722 - El Cajon, CA Ho
0731 - Clairemont, CA Mo
0755 - San Warces, CA Ho
10-4 Construction, Inc Ho

Akansas
American Samoa

Aizona

Colorada

Cir-Chck to select muliple dams,

o |

Export:

G lonly want to export my search results.

@ wantto axpaort all racords.

Cirk-Zhift to select a range of tems

FrecoyzPCose[ || |

anycr_.-:[

|

Apple Valey Ch, 92307
Santes (=Y 82071
£l Cajon ca 92020
San Diego ca 82117
San Marcos CA 52065
Ching [+ g1710

Information & current as of; 08-08-2012

20 to 58

20t %9
20 o 59
20to 59
201 59
58

4.1.3.1 Exporting All Results
If a search has not yet been conducted, you can only export all records by clicking the CSV

button.
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Exhibit 17: Exporting All Results

E-Verify Employers Search Tool

This search tool allows users to view profiles on emplayers using the E-Verify pragram.

Fitter by Employer Name: ~AEspert—,
Fitter by Federal Contractor(/N): - |

Fiter by State: [ Alaska 2 | want to export all records.

Alabama

Ancansas

American Samoa

Arizona

Califomia

Colorado b
Ctri-Click to =elect multiple tems.
Ctri-Shift to =elect a range of items

Fitter by ZIP Code:
Fitter by City:

4.1.3.2 Exporting Only Search Results
Once a dataset has displayed, you can choose to download a CSV file by selecting the radio

button next to “I only want to export my search results.”

Exhibit 18: Exporting Only Search Results

Export:
@' | onhy want to export my 2earch rezults.
'C} | want to export all records.

4.1.3.3 Downloading and Opening the CSV File
After selecting the type of dataset to download, click the CSV button. You may be prompted to

open or save the file, depending on your type of browser and security settings.
Select Save to store the file on your hard drive and open later:

e The complete dataset is downloaded as a CSV file within a compressed ZIP file. You will
need to extract the CSV file before opening it.
e A partial dataset is downloaded as a CSV file.
Select Open to display the dataset on your computer. When you open the CSV file, your
computer will open the file with the program that is set to open .csv files by default.

15



Note: Microsoft Excel 2003 and earlier versions are limited to 60,556 rows. If the data set you
have chosen includes more rows than that, they will not display. To avoid this problem, you may
refine your search, upgrade to a later version of Excel, or open the CSV file in another program,
including a word processor.

5.0 ERROR AND EXCEPTION HANDLING

5.1  Select a Filter Message
If you click the Filter button without having selected any filters, a message displays instructing

you to select a filter.

Exhibit 1: Select a Filter Message

Message from webpage

5.2 Filter by Employer Name Error Message
If fewer than three characters are typed into the Filter by Employer Name text box and the

Filter button or the Enter key is pressed, a message will display instructing you to enter at least
three characters for each filtering criteria field.

Exhibit 2: Filter by Employer Name Error Message

E-Verify Employers Search Tool

This search tool allows users to view profiles on employers using the E-Verify program.

Fitter by Emplover Name: Export:

as

' The page at 20.4.40.124:8080 says:

Filter by Federal Contractor

Fiter by 3|  Please enter at least three characters for each filtering criteria
field.

5.3 Filter by City Error Message
If you enter fewer than 3 characters or you use numeric or special characters in the Filter by

City text box and the Filter button or the Enter key is pressed, a message will display
instructing you to enter at least three characters for each filtering criteria field.

16



Exhibit 3 Filter by City Error Message

Fitter by City: |EE| |

' The page at 20.4.40.124:8080 says:

Please enter at least three characters for each filtering criteria
field,

5.4  Filter by ZIP Code Error Message
If non-numerals are entered in the Filter by ZIP Code field, a message will display instructing

you to use only numbers.

Exhibit 4: Filter by ZIP Code Error Message

Fiter by Employer Hame: | | Export:
CsvV
Fitter by Federal Contractor(’/N}; -
() I want to export all records.
Fitter by State: |[alaska = P
Alabama =
Windows Internet Explorer [E|

CE "j The Fallowing criteria are inwalid:

Ctr £ ZIF is invalid, Please use only numbers,

Sh

Filter by ZIP Code: E
Filter by City: |_ :

17
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[bookmark: _Toc342550542]Privacy Act Considerations

[bookmark: _Ref77497231][bookmark: _Toc6938410]This system is protected by the Privacy Act “Civil and Criminal Penalties” found in 5 United States Code (USC) 552a, Records Maintained on Individuals, concerning the unauthorized use and disclosure of system data.

[bookmark: _Toc336245944]Exhibit 1:  Criminal Penalties

		 (i)(1) Criminal Penalties.-Any officer or employee of an agency, who by virtue of employment or official position, has possession of, or access to, agency records which contain individually identifiable information, the disclosure of which is prohibited by U.S. Code Section 552a or by rules or regulations established thereunder, and who knowing that disclosure of the specific material is so prohibited, willfully discloses the material in any manner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000. 

(2) Any officer or employee of any agency who willfully maintains a system of records without meeting the requirement to publish a notice in the Federal Register regarding the existence and character of the system of records, shall be guilty of a misdemeanor and fined not more than $5,000. 

(3) Any person who knowingly and willfully requests or obtains any record concerning an individual from an agency under false pretenses shall be guilty of a misdemeanor and fined not more than $5,000. 





[bookmark: _Toc342550543]Using this guide

[bookmark: _Ref89054154][bookmark: _Toc342550544]Special Conventions Used to Present Information in this Guide 

This User Guide includes detailed instructions on using the E-Verify Employer Search Tool. In the instructions, “Bold” text represents words or phrases that appear on the web interface. Exhibits display screen shots of the application. Red boxes are used to highlight features on those exhibits.

[bookmark: _Toc342550545]Using the e-verify Employer search tool

[bookmark: _Toc342550546][bookmark: _Toc489674642][bookmark: _Toc491060922][bookmark: _Toc6938363]Using the E-Verify Employer Search Tool

[bookmark: _GoBack]When you open the application you will have the option to enter search term(s) into the filters displayed on the screen or you can export the entire dataset to a CSV file.

[bookmark: _Toc332888552][bookmark: _Toc228955442][bookmark: _Toc231898792][bookmark: _Toc326575783][bookmark: _Toc336245946]Exhibit 2:  E-Verify Employer Search Tool

[image: ]

[bookmark: _Toc342550547]Filtering 

The E-Verify Employer Search Tool is a user friendly interface that enables searching on one or all of the parameters available. You can refine your search using the filters to limit the number or results that are displayed.

The filter includes the following features:

You must select at least one filter to display results.

You can  select as many filters as you like.

You can click the Filter button (or hit Enter) at any time to view the results.

Filter selections persist after results are presented so that you can continue to refine the search.

To clear all filters, click the Reset button at any time. Clicking Reset however will not remove the result set currently displayed.

A yellow box with helper text displays when you hover over the filter fields. The helper text provides instructions on using each filter.

Filter by Employer Name

Hover over the Filter by Employer Name text box to display the helper text. 

[bookmark: _Toc332888553][bookmark: _Toc336245947]Exhibit 3:  Employer Name Filter

[image: Description: Filter by Employer Name text box]



Exact Phrase Searches:

To search by Employer Name, enter at minimum the first three (3) characters of an employer name and click Filter or hit Enter. 

You can enter a maximum of two hundred and fifty five (255) alpha numeric or special characters. Employer Name searches are not case sensitive.

For example, if you enter “abc” it will return employer names such as “ABC Academy Inc”, or “ABC Child Care Center.”

[bookmark: _Toc336245948]Exhibit 4:  Search Results for Phrase “abc”

[image: ]

Only the beginning characters of an Employer Name will return results that match exactly. For example, entering “Mobil” will not return “Exxon Mobil Corporation.” To filter for “Exxon Mobil Corporation”, the characters must begin “Exx.”

Wildcard Searches:

Use the percent (%) sign as a wildcard character to substitute for any other character or characters in a search phrase. When used at the beginning of a search phrase, such as “%exx” the results will include all employer names that include an “exx”, such as “Aramexx Group Inc.”, “Belton Exxon Xmart” and “Pexx, Inc.”

[bookmark: _Toc336245949]Exhibit 5:  Search Results for Phrase “%exx”

[image: ]

When used in the middle of a search phrase, as in “american%company”, the search results will include all employer names that begin “American” and have “Company” somewhere in the end, such as “American Art Clay Company, Inc.”, “American Beef Company”, and “American Cutting and Drilling Company.”

[bookmark: _Toc336245950]Exhibit 6:  Search Results for Phrase “american%company”

[image: ]

Note that any number of wildcards can be used in a search phrase. For example, the search phrase “%am%in%oo” may return: “Abraham Heating & Cooling”, “Alabama Heating & Roofing Co., Inc.” or “Hamlin Roofing Company”.

[bookmark: _Toc336245951]Exhibit 7:  Search Results for Phrase “%am%in%oo”

[image: ]

Note: Employer names are listed as they have been entered by the company so inconsistencies and misspellings may exist.

Filter by Federal Contractor (Y/N)

Hover over the Filter by Federal Contractor (Y/N) drop down to display the helper text. 

To filter by Federal Contractor status, select Yes or No from the drop down. Leave it blank to ignore the Federal Contractor status as there may be results with no Federal Contractor value.

[bookmark: _Toc332888554][bookmark: _Toc336245952]Exhibit 8:  Federal Contractor Drop Down

[image: Description: Filter by Federal Contractor (Y/N) drop down menu]



Filter by State

· Hover over the Filter by State combo box to display the helper text.

· Hold the Control key and click additional states to include them in the filtered results.

· Hold the Shift key and click the first and last state to select a consecutive range of states.

· Hold the Control key and click multiple states to add or remove them from the filter.

[bookmark: _Toc332888555][bookmark: _Toc336245953]Exhibit 9:  Filter by State Combo Box

[image: Description: Filter by State Text Boxes]

Filter by ZIP Code

Hover over the Filter by ZIP Code text boxes to display the helper text. 

To filter by ZIP Code, enter between one (1) and five (5) numbers in the first text box. Alternatively, filter for the last four ZIP code numbers in the second text box but note that results may not include the last four numbers. The field will only accept numeric values.

[bookmark: _Toc332888556][bookmark: _Toc336245954]Exhibit 10:  ZIP Code Helper Text

[image: Description: Filter by Zip Code Text Box]

Exhibit 11:  ZIP Code Plus 4 Helper Text

[image: ]

Filter by City

Hover over the Filter by City text box to display the helper text.

To filter by city, enter between three (3) and two hundred and fifty-five (255) characters in the Filter by City text box. The field will only accept alphabetic characters.

You must enter the first characters of a city to return matching results. For example, entering “Francisco” will not return “San Francisco.” To filter for “San Francisco”, the characters must begin “San.”

[bookmark: _Toc332888557][bookmark: _Toc336245955]Exhibit 12:  City Text Box

[image: Description: Filter by City Text Box]

[bookmark: _Toc342550548]Displaying Results

A table of results displays beneath the filters after a successful search. The date at the top right of the table reflects the last date that the data was input into the system.

[bookmark: _Toc332888558][bookmark: _Toc336245956]Exhibit 13: E-Verify Employer Results Table

[image: ]

Page Size Controls 

You can change the number of entries that display on the page to 10, 20 or 50, as long as that many records exist. Depending on the number of records displayed, a scroll bar will appear to the right, according to the browser size, so you can scroll through the list of records that appear on the page.

[bookmark: _Toc332888559][bookmark: _Toc336245957]Exhibit 14: Page Size Controls

[image: ]

Sorting Results

Click the column heading or up/down buttons to display the results in alphabetical order (or numerical order in the case of the ZIP Code column). 

You can sort all of the columns except the Federal Contractor Employee Verification and Workforce Size columns.

[bookmark: _Toc332888560][bookmark: _Toc336245958]Exhibit 15: Sort Buttons

[image: ]



[bookmark: _Toc342550549]Exporting Controls

[bookmark: _Toc332888562][bookmark: _Toc336245960]You can export the filtered dataset or the entire dataset as a CSV file.  The CSV file will include the raw data and column headers and no other formatting.

Exhibit 16: Exporting Results

[image: ]

Exporting All Results 

If a search has not yet been conducted, you can only export all records by clicking the CSV button.

[bookmark: _Toc332888563][bookmark: _Toc336245961]Exhibit 17: Exporting All Results

[image: ]

Exporting Only Search Results 

Once a dataset has displayed, you can choose to download a CSV file by selecting the radio button next to “I only want to export my search results.”

[bookmark: _Toc332888564][bookmark: _Toc336245962]Exhibit 18: Exporting Only Search Results

[image: Description: CSV button with radio button "I only want to export my search results." selected.]



Downloading and Opening the CSV File

[bookmark: _Toc332888240][bookmark: _Toc336245932]After selecting the type of dataset to download, click the CSV button.  You may be prompted to open or save the file, depending on your type of browser and security settings.

Select Save to store the file on your hard drive and open later: 

· The complete dataset is downloaded as a CSV file within a compressed ZIP file. You will need to extract the CSV file before opening it.

· A partial dataset is downloaded as a CSV file. 

Select Open to display the dataset on your computer.  When you open the CSV file, your computer will open the file with the program that is set to open .csv files by default. 

Note: Microsoft Excel 2003 and earlier versions are limited to 60,556 rows. If the data set you have chosen includes more rows than that, they will not display. To avoid this problem, you may refine your search, upgrade to a later version of Excel, or open the CSV file in another program, including a word processor.

[bookmark: _Toc342550550]ERROR AND EXCEPTION HANDLING

[bookmark: _Toc342550551]Select a Filter Message

If you click the Filter button without having selected any filters, a message displays instructing you to select a filter.

[bookmark: _Toc332888576][bookmark: _Toc336245980]Exhibit 19:  Select a Filter Message

[image: ]

[bookmark: _Toc332888246][bookmark: _Toc342550552]Filter by Employer Name Error Message

If fewer than three characters are typed into the Filter by Employer Name text box and the Filter button or the Enter key is pressed, a message will display instructing you to enter at least three characters for each filtering criteria field. 

[bookmark: _Toc332888577][bookmark: _Toc336245981]Exhibit 20:  Filter by Employer Name Error Message

[image: ]

[bookmark: _Toc332888247][bookmark: _Toc342550553]Filter by City Error Message

If you enter fewer than 3 characters or you use numeric or special characters in the Filter by City text box and the Filter button or the Enter key is pressed, a message will display instructing you to enter at least three characters for each filtering criteria field. 

[bookmark: _Toc332888578][bookmark: _Toc336245982]Exhibit 21  Filter by City Error Message

[image: ]

[bookmark: _Toc332888248][bookmark: _Toc342550554]Filter by ZIP Code Error Message

[bookmark: _Toc489674643][bookmark: _Toc491060923][bookmark: _Toc6938364]If non-numerals are entered in the Filter by ZIP Code field, a message will display instructing you to use only numbers. 

[bookmark: _Toc332888579][bookmark: _Toc336245983]Exhibit 22:  Filter by ZIP Code Error Message

[image: ]
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