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Search Other Users’ Orders Functionality

As a WebManager, you can give any authorized user (including yourself as a WebManager) in your
organization access to search other users’ orders using the Administration: User Management
section of the Verification Insights Portal™ (VIP).

Enabling This Feature for a User

In the upper right corner of any VIP screen, click the gear icon to open the Administration
dropdown menu, and then click User Management.
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On the User Management screen, follow these steps:

1. Click anywhere in the row of a specific user to view or update their User Details.

Note: To search for a user, type the user’s first name, last name, email, or username in the
search bar, or use the Filters button to search by User Status or Organization Status, or by
Organization or Location.
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2. The User Details screen will appear. Under the Permissions tab, in the User Permissions
window, click the pencil icon.
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3. The User Permissions window will now allow you to edit. For Search Other Users’ Orders,
toggle the button to Yes.

4. From the dropdown menu, choose to have the user Search Other Users’ Orders by
Organization or Location.

5. Click Save Changes.
User Permissions
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By enabling this entitlement for this user, you certify that this user has authorization to view orders across the organization and/or location, as selected, and has permissible

purpose to view consumer report data if ordered. Please note that if this entitlement is improperly granted, it could constitute viclation(s) of the Fair Credit Reporting Act
and/jor state law.
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6. Your changes will be reflected in the User Permissions window for that user.
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Using This Feature

To see other users' orders, the enabled user must check the box labeled Include Others' Orders on
their Order History screen (on the Recent Orders tab).
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Once this permission has been enabled, the user will be able to search for either their own orders or

all users' orders in the Search All Orders tab of their Order History.
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More Training Available!
Check out additional training resources available on our site, Connections.
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The information provided is intended as general guidance and is not intended to convey any tax, benefits, or legal advice. For
information pertaining to your company and its specific facts and needs, please consult your own tax advisor or legal counsel.
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