


How to Order  
an Employment Verification

VERIFICATION SERVICES

Equifax and EFX are registered trademarks of Equifax, Inc. © 2016 Atlanta, Georgia. All rights reserved.

CONTACT US TODAY

For additional assistance, please call:
1-800-367-5690. Agents are available  
Monday through Friday from 7am to 7pm CT.

www.theworknumber.com/contactus
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Enter the order information. 

Some employers require using an alternate 
Employee ID rather than using a SSN. If this 
is a requirement for you, please check this 
box. 

Select the “Employment” icon under 
“Verification Type.”

Click “Start Order.”

Enter the order information.

Click “Next.”

Enter your payment information. 

Click “Next.” 

Your order is now complete. Click on  
individual rows to view the verifications.

Click “Print” to print a copy of the verification.

To view the verification again, click on the  
“My Orders” tab.

When on the “My Orders” screen, you  
will need to click the “Order Detail” button  
next to the verification you wish to view.
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Enter the order information. 

Some employers require using an alternate 
Employee ID rather than using a SSN. If this 
is a requirement for you, please check this 
box. 

Select the “Employment & Income”  
icon under “Verification Type.”

Click “Start Order.”

Enter the order information. 

Salary key should be provided by the 
employee/applicant and may be required  
to receive income information.

Click “Next.”

Enter your payment information.

Click “Next.”

Your order is now complete. Click on  
individual rows to view the verifications.

Click “Print” to print a copy of the verification.

To view the verification again, click  
on the “My Orders” tab.

When on the “My Orders” screen, you  
will need to click the “Order Detail” button  
next to the verification you wish to view.

Equifax and EFX are registered trademarks of Equifax, Inc. © 2016 Equifax Workforce Solutions, a/k/a TALX Corporation, a wholly owned subsidiary of Equifax Inc., 
Atlanta, Georgia. All rights reserved. 

CONTACT US TODAY

For additional assistance, please call:
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Enter the order information. 

Some employers require using an alternate 
Employee ID rather than using a SSN. If this 
is a requirement for you, please check this 
box.

Select the “Employment” icon under 
“Verification Type.”

Click “Start Order.”

Enter order information.

You will see the shorter form first. This  
longer form will only appear when additional 
information is needed to complete your order.

Click “Next.”

Enter your payment information.

Click “Next.”
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CONTACT US TODAY

For additional assistance, please call:
1-866-662-3343. Agents are available  
Monday through Friday from 7am to 7pm CT.

www.theworknumber.com/contactus

Equifax and EFX are registered trademarks of Equifax, Inc. © 2016 Atlanta, Georgia. All rights reserved. 

Your order is now pending. You will receive  
an e-mail when the verification is complete.

To view your verifications, click on the  
“My Orders” tab.

Click the “Order Detail” button next to the 
verification you wish to view.

You are now on the completed verifications page. 
Click on individual rows to open the verifications.

Click “Print” to print a copy of the verification.
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How to Submit an Authorization Form

VERIFICATION SERVICES

Authorization forms can be submitted by upload or fax. The options of either uploading your authorization form  
or downloading a fax cover sheet are available while completing a new order on an offline verification form, or you  
can also choose between the two options on any pending order screen. 

Uploading an Authorization Form via Offline Verification Form

In the “Employment and Income” section, click  
the “Authorization Form” drop-down button.

Select “Upload” from the drop-down menu. 
 
* If Fax is chosen, a fax cover sheet can  
be downloaded on the following screen  
(see ‘Uploading An Authorization Form via  
Pending Order Screen’).

Click “Browse Files” to locate and upload  
the authorization form.  
 
Note: Accepted file formats include PDF and TIF.

The authorization form has now been uploaded.  
Should you need to delete and upload a  
different file, simply click the “X” next to  
the file name. 
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Uploading an Authorization Form via Pending Order Screen

On the right side of the screen, there  
are links to either Upload Employee  
Authorization or Download Fax Cover. 
 
* If Fax is chosen, a fax cover sheet  
will be automatically downloaded.

Click “Upload Employee Authorization.”

Click “Browse Files” to locate and upload 
the authorization form.  
 
Note: Accepted file formats include PDF and TIF.

The authorization form has now been uploaded.  
Should you need to delete and upload a different 
file, simply click the “X” next to the file name.

Equifax and EFX are registered trademarks of Equifax, Inc. © 2016 Atlanta, Georgia. All rights reserved.

CONTACT US TODAY

For additional assistance, please call:
1-800-367-5690. Agents are available  
Monday through Friday from 7am to 7pm CT.

www.theworknumber.com/contactus
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VERIFICATION SERVICES
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Select “Audit or Reverify a Verification. 

* Dependent on your role, i.e - access    
  privileges, your only option may be to audit 
  a verification.

Select the reason, then enter the verification 
reference number and the last four digits of the 
applicant’s Social Security number.  

* If your role only allows you to audit a   
  verification, a reason will not be required.

Click “Submit”

Click on individual rows to view the verifications. 

Click “Print” to print a copy of the verification.

To view the verification again, click on the  
“My Orders” tab. 

When on the “My Orders” screen, you will  
need to click on the “Order Detail” button  
next to the verification you wish to view.

CONTACT US TODAY

For additional assistance, please call:
1-800-367-5690. Agents are available  
Monday through Friday from 7am to 7pm CT.

www.theworknumber.com/contactus

How to Audit or Reverify a Verification
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