VERIFICATION SERVICES

PLEASE NOTE: Depending on your role, i.e - access privileges, you may not have access
to all products shown.



VERIFICATION SERVICES

How to Order
an Employment Verification

VERIFICATION SERVICES

My Orders @ Audit a Verification @ Help @
Enter the order information. M

To start your order pl ide your SN, Tracking/Loan Number (if applicable), and Permissible Purpose. This

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

box. D = é

EMPLOYMENT EMPLOYMENT & INCOME

Select the “Employment” icon under »
m\ oy

“Verification Type.” o @

Order Information

Click “Start Order.” e

v EMPLOYMINT -

* EMPLOYER NAME / CODE

Enter the order information. D

Click “Next.”

EQuIFax’ VERIFICATION SERVICES Welcome. ANG

Enter your payment information. m Wy Ontes @ P O RO

CREDIT CARD INFORMATION

Click “Next.” Vour cad vl ot b chirgc uless we are bl o complete the verfcation equest

CREDIT CARD TYPE

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

EXPIRATION DATE
8 v 2 v

5 Use new card

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

© i gon't have a credit card
To view the verification again, click on the

“My Orders” tab. TS0

When on the “My orders” Screen’ you @ Thank You! vour vermcaton(s) and status(s) arc beiow.
will need to click the “Order Detail” button Tasoxoen © m«
next to the verification you wish to view. VERFICATIONS

@ Complete
[» “ADAM CARTER DONOTTOUCHTHISE. 111101 Gurent i

* 99 VVVVIIP §

VERIFICATION SERVICES Welcome ANNEXAMPLE -~ & @

New order Bt [~ Adminiration 2
My Orders

KEYWORD SEARCH

) CONTACT US TODAY

For additional assistance, please call: W o = orerve vasiuptn

1-800-367-5690. Agents are available —— S
Monday through Friday from 7am to 7pm CT.

www.theworknumber.com/contactus =

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

How to Order an Employment
and Income Verification

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.

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.

* 9 VP9 P9 9 *p

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

EFX

Atlanta, Georgia. All rights reserved.

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

VERIFICATION SERVICES

M —

To start your order please provids your SSN, Tracking/Loan Number (if applicable), and Permissible Purposs. This
information wil be sed throughout the ordering process for allverifications ordered.

“ssN: TRACKING NUMBER * PERMISSIBLE PURPOSE

Consum

) o

Select Verification Type

B & @

EMPLOYMENT & INCOME

M 1"y Oraers A @ @
Order Information *

Please complete the form below.

EMPLOYMENT

v EMPLOYMENT & INCOME [ ]

D ey ————

tr Goupon Gods

VERIFICATION SERVICES

_m —

CREDIT CARD INFORMATION

Your card wil not be charged tnless we are able fo complete the verificafion request

CREDIT CARD TYPE

<

D e

EXPIRATION DATE

*SECURITY coDE @

o | o7 v

ﬂ y Orers -

@ Thank You! vour vermieation(s) ana status(s) are beiow.

THIS ORDER @)

VERIFICATIONS

@ Complete
> ADAM CARTER DO NOT TOUCH THIS . 11101 Current a

VERIFICATION SERVICES

New Order B Administration 3
My Orders.

KEYWORD SEARCH

Wekome ANNEXAMPLE ~ & @

Audit a Verification @ Help @

x Q
Order D Tracking # Name Order Date Last Updated
10000027511 Aupert clark 061302015 05202015 *
o Aex sam 87302015 osra02015
Abert Clark 0672012015 061202015
Abert Clark 0673012015 0613012015
Adam Carter 08302015 osa02015
0000017519 vsersest3s..  Adam Carter os292015 os7292015
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VERIFICATION SERVICES

How to Order an
Employment Verification

Enter the order information. ENEGEIEET 18

M —

n@®  He @

Some employers require using an alternate
Employee ID rather than using a SSN. If this

is a requirement for you, please check this *

To start your order please provide your SSN, Tracking/Loan Number (if applicable), and Permissible Purpose. This
information will be used throughout the ordering process for allverifications ordered.

“ssN: TRACKING NUMBER * PERMISSIBLE PURPOSE

Consumers applcation forc | ¥

Irtis is a req

box.

Select Verification Type
Select the “Employment” icon under — e
“Verification Type"’ EMPLOYMENT EMPLOYMENT & INCOME

Click “Start Order.”

Enter order information. M

Order Information

Please complete the form below.

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

Enter Coupon Cose.

Click “Next.”

Enter your payment information. -

ADDITIONAL INFORMATION

H 113 kH
Click “Next. pe— pEr—

VIV P9 9 »*p

EMPLOYER ST. ADDRESS EMPLOYER STATE: EMPLOYER ZIP CODE
EMPLOYER COUNTRY" EMPLOYER PHONE
Unted States. v

AUTHORIZATION FORM" @

seect One v

ADDITIONAL EMPLOYER INFORMATION

VERIFICATION

_E oy Ontrs gz avercaon @ rieo ©

CREDIT CARD INFORMATION

Your

CREDIT CARD TYPE ¥

) T o
Wl =
CARD NUMBER *SECURITY CODE Q'

—

EXPRATION DATE

8 oo .




\FRIFICATION SERVICES

Your order is now pending. You will receive

an e-mail when the verification is complete. M ) s e
@ Thank You! Your verfication(s) and statusi(s) are below.
To view your verifications, click on the THsoRER @
“My Orders” tab. VERFICATIONS
@ Pending
Click the “Order Detail” button next to the | — EE : |

verification you wish to view.

Wekome ANNEXAMPLE  ~ & @

EQuIFax VERIFIGATION SERVICES

You are now on the completed verifications page. 0] = [0 o0 ol

My Orders

Click on individual rows to open the verifications.
KEYWORD SEARCH

#.Name, SSN, x Q

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

Displaying 1-6£ 6 -

m O - nuavermcaion @ b @

@ Thank You! vour vermcaton(s) and statusis) are beiow.
-
THIS ORDER @) D Print i=¢

VERIFICATIONS

@ Complete
[» ADAM CARTER DO NOT TOUCH THISE. 111101 Current a

B Start New Order

) 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

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

How to Submit an Authorization Form

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

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

D 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.

Wekome ANNEXAMPLE - & @

VERIFICATION SERVICES

Auita Verifcation @ Help @

m Wy orcers -

ADDITIONAL INFORMATION
& Empioyment & income.
A match for your verification(s) was not found on our Instant databass. Pleass snter

are retuned within 1-2 business days.

~ EMPLOYMENT & INCOME

FIRST NAME® LAST NAME® EMPLOYER NAME*

EMPLOYER ST ADDRESS EMPLOYER STATE" EMPLOYER ZIP CODE

EMPLOYER COUNTRY" EMPLOYER PHONE.

United Stales. v

AUTHORIZATION FORM" @
select one v

ADDITIONAL EMPLOYER INFORMATION

¥ EMPLOYMENT

EMPLOYER NAME* EMPLOYER ST. ADDRESS EMPLOYER STATE®

v

EMPLOYER ZIP CODE EMPLOYER COUNTRY* EMPLOYER PHONE

United States v

AUTHORIZATION FORM* @

Select One v

| SelectOne WATION
Upload
Fax

1 will provide upon request

v EMPLOYMENT & INCOME

EMPLOYER NAME® EMPLOYER ST. ADDRESS EMPLOYER STATE®
Select One v
EMPLOYER ZIP CODE EMPLOYER COUNTRY* EMPLOYER PHONE

United States v

AUTHORIZATION FORM* @  UPLOAD AUTH FORM/DOC.
Upload v Browse Files Q

ADDITIONAL EMPLOYER INFORMATION

¥ EMPLOYMENT & INCOME

EMPLOYER NAME* EMPLOYER ST. ADDRESS EMPLOYER STATE*

Select One v

FMPI OYFR 7IP CODF FMPI OYFR COUNTRY* FMPI OYFR PHONF

x«

United States v

AUTHORIZATIONFORM* @  UPLOAD AUTH FORM/DOC
Upload 9 sample_document pdf

ADDITIONAL EMPLOYER INFORMATION



Uploading an Authorization Form via Pending Order Screen

D On the right side of the screen, there T
are links to either Upload Employee e ower B
Authorization or Download Fax Cover.

THIS ORDER @)
VERIFICATIONS
* If Fax is chosen, a fax cover sheet © Pending
will be automatically downloaded. e e A

Click “Upload Employee Authorization.” - © eomossroxcoer

() Requestcancetaton

UPDATES
09/03/2015 11:18:34 AM (B) Upload Empioyee Autnortzation
Your Verteatonof ncome requst s been recaea. We i = «

Click “Browse Files” to locate and upload EquIpax ﬁ
the authorization form. Fax Cover Sheet

Note: Accepted file formats include PDF and TIF.

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

EIEESCNEIC)
© Pending
» Aert Clark Enterprise USA JOOGXX-0004 a
UPDATES

0910012015 11:18:34 AM (@) upoaa Empioyee aumorzaton
Your Verification of Income request has been received. We will begin pr = o
storly.

Browse Files Q

(@) Downiad Fax Cover

(%) Reauest cancetaton

© Pending

b Abert Clark Cnterprise USA. XXX-XX-0004 a

UPDATES
09/03/2015 11:18:34 AM.

@ Upload Employee Authorization
“Your Verification of Income request has been received. We will begin processing - x
snorty

' Authorization Uploaded

sample_documentpdt | X

(@) Downoaa Fax Cover

(%) Reauestcanctaton

) 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

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


http://www.equifax.com

VERIFICATION SERVICES

How to Audit or Reverify a Verification

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 “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.

* 9999 ©

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

EFX

Click on individual rows to view the verifications.

o start your o your SSN, Tracking/Loan Number (it d Pormissible

Purpose. willbe: process for all

T SSN. "LOAN NUMBER * PERMISSIBLE PURPOSE
popsne—
—
Select Verification Type(s)
=] &
exrLomENT s s RGO seir a0

Audit or Reverify a Verification

It
char

“REASON

Select one v

“REFERENCE NUMBER

"LAST 4 OF 55N
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@ Thank You! Your veritcation(s) and status(s)are b

THIS ORDER @)

VERIFICATIONS

@ Complete

[» ADAM CARTER DO NOT TOUCH THIS E. 1101 current Fl

B Start New Order

Equirax VERIFICATION s

New o B E o

@ Complete
KEYWORD SEARGH
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