
 
 

How to Order Verifications of Income in VIP: Auto 
 
Overview 
The Equifax® cloud-based Verification Insights Portal™ (VIP) provides an enhanced experience for 
Auto clients' retrieval of verifications from The Work Number® website. 
 
There are three Verification of Income solutions, each providing a different filter for the employment 
and income data returned from The Work Number.  
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Ordering a Verification 
Access The Work Number 

1.​ Navigate to theworknumber.com 
2.​ Select Log In 
3.​ Select Verify for Your Organization 
4.​ A Welcome box will appear prompting you to enter your username and password. Then 

complete the Multi-Factor Authentication to complete the login process.  
 

 
 
Order Process 

1.​ After logging in, the New Order screen will appear with the solutions available to you 
displayed as separate tiles under the Income and Employment Solutions heading. Each tile 
will include the solution title and a summarized description.  

Note: You will only see tiles related to the specific solutions for which your 
organization is contracted.  

2.​ Select the red Order Report button within the solution tile to begin the order. This example 
will walk through The Work Number Verification of Income; 90 Day; Active Only solution.  
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The Inquiry Details screen will appear.  

3.​ Enter in an optional File Name/Tracking Number. 
4.​ Next, type in the Individual’s Social Security Number, if available. If the individual’s SSN is 

not available, you can Search by Name, Address, and DOB (Date of Birth), or search by the Use 
Employee ID option.  

5.​ Select the appropriate Permissible Purpose from the drop down. A permissible purpose, or 
reason for your verification, is a required field for obtaining consumer report data under the 
Fair Credit Reporting Act (or FCRA).  

6.​ Verify that you have auditable consent to gather the income data, as required in your agreement.  
7.​ Finally, select Place Order to complete the order.  

 

 
 
Report Outputs 
If employer records are available on The Work Number, all available employer records from ​
the selected Verification of Income and Employment solution will be returned on the Report ​
Output screen. 
 
Verification Report 
Below is a sample verification report for Verification of Income; Active All; 90 Days: 

1.​ Inquiry Details with requestor details. 
2.​ Download Report: Provides the ability to download a PDF copy of the report.  

Note: Download a copy as soon as possible since verifications are typically only 
available for 7 days from the date of the order.  

3.​ Individual’s Information and Highlights: Provides a highlight of information included ​
in the report.  

4.​ Additional Records: If additional employer records are available that are not included in ​
the filter of the selected solution, an option to order additional employment and income 
records will appear on the screen. If you would like to order all available records, choose ​
the Buy Now button to complete the purchase. 

Note: In this example, any employment records beyond the initial search filter of the 
past 90 days would appear as an additional record.  
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5.​ Employer Record Details: Each employer record is expandable to provide employment and 

income information. See the Employer Record Details section below for a breakdown of 
what is provided, when available, for each employer record.  

Note: Typically, the first employer record will already be expanded.  
6.​ Dropdown Arrow: Click this dropdown arrow to expand the employer record. 

 

 
 
Employer Record Details 
When expanded via the dropdown arrow, each employer record contains detailed employment and 
income data. The overview of the employer record appears along the top with additional Employer 
Details and Employee Details underneath.  

7.​ Current As of Date: The date this record was last updated from the employer. 
8.​ Reference Number: Unique to this employer record, for future reference as needed.  
9.​ Employer Disclaimer: If present, this message has been provided by the individual’s 

employer to provide additional and/or clarifying information.  
10.​ Employee Details: Employee details provided by the employer.  
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Annual Income Snapshot and Income Summary 
The income information will appear underneath the employment information for each employer. 
The Annual Income will typically include, where available, the year-to-date totals for the current year 
plus the previous two years.  
 

 
 
Payroll and Salary Details 
Payroll and Salary Details typically include, where available, the employee’s pay rate, frequency, ​
and cycle, as well as calculated annual income (also known as annualized income calculation). The 
Calculated Annual Income is the estimated total income for the entire current year, using payroll 
information provided by the employer. 
 
​ Note: Any additional employer records retrieved will be located below the first employer 

record and can be viewed via a dropdown arrow.  
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PDF Report 
The PDF report will contain all information displayed on the Report Output Screen, including an 
expanded version of all employer record data, with the exception of the highlights sections and 
accompanying graphics.  
 
Data Not Available 
Data may not be available for various reasons. For example, it may not be available if an employer 
does not provide the data, if Equifax is unable to verify the accuracy of the field, or if applicable laws 
or regulations prevent the disclosure of the information.  
 
On both the Report Output screen and the PDF report, any data field not available will result in a 
blank field.  
 
No Records Available 
When records are not available, the below message will appear under the order details, “No ​
instant records were found.” This will be followed by possible reasons for no records being 
returned, including: 

●​ The employer(s) not reporting the information to The Work Number 
●​ A determination that information provided by the employer was inaccurate, incomplete, ​

or unverifiable 
●​ Applicable laws or regulations preventing disclosure of the information  
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Employee Data Freeze 
If no data is returned from The Work Number due to an individual placing a freeze on their 
employment and income data, the following message will appear: “This individual’s data is frozen 
on The Work Number,” followed by more information about employee freezes. 
 

 
 
More Training Available! 
Check out additional training resources available on our site, Connections. 
 
 

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. 
Links to sources may be to third party sites. We have no control over and assume no responsibility for the content, privacy policies, 

or practices of any third party sites or services. 
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