
 

How to Order a Social Security Verification 
This document provides instructions on how to order Social Security Verifications in VIP.  
 

1.​ Log in to your Verification Insights Portal™ by going to: www.theworknumber.com 
2.​ On the New Orders screen, scroll down to Network Verification Solutions and select ​

Order Report within Social Security Verification Services tile 
 

 
 
 

3.​ Enter a File Name or Tracking 
Number (optional) 

4.​ Input the borrower’s name 
5.​ Input the borrower’s ​

Date of Birth 
6.​ Input the borrower’s SSN 
7.​ Select SSA Authorization Method 

a.​ Upload ​
(proceed to step 8) 

b.​ Generate Using Electronic 
Signature (skip to step 10) 
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8.​ For the Upload option, start by selecting the Upload Form button to upload ​
a completed SSA-89 form 

9.​ Click Place Order to submit your request 
 

 
 
 

10.​ For the Generate Using Electronic Signature option, start by entering the ​
borrower’s email 

11.​ Click Place Order to submit your request 
 

 
 
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. 
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