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The Work Number – Employment and Income Verification Services
The Work Number is an automated service that allows organizations to outsource their employment and income verification process.  This method benefits the employee, employer, and verifying community.  The employee benefits from faster, less complicated employment and income verifications.  Benefits to the employer include potential reduced corporate liability, reduced costs, better service to employees, increased security, and reallocation of human resources.  Finally, the verifier can access accurate and dependable data instantly, therefore reducing processing time and costs. This enables the verifiers to extend the best available financing terms to your employees.  Requested information can be printed directly off the Internet.  It can also be voiced and/or faxed to verifiers who access the system via phone through the 1-800 phone number.

The Work Number – How does it work?[image: ]
[image: ]

1.	Your payroll provider will provide your company’s updated employment and income information to The Work Number after each payroll cycle.
2.	When an employee completes a financial transaction such as applying for a credit card or refinancing their home, a verifier will need to confirm their employment and/or income information.  Consumer consent is required for a verification of income.
3.	Qualified verifiers will contact The Work Number, provide the Fair Credit Reporting Act (FCRA) permissible purpose for the verification, and receive a verification of employment/income.  A qualified verifier is one that has been credentialed and registered with The Work Number service. 
4.	The service assigns a unique reference number for each verification.  This provides an audit trail and allows the verifier to view the same verification again for quality control purposes.

Sample Verification of Employment (VOE)
The verification of employment is the most commonly used type of verification.  It is typically used to grant credit and provide employment history for pre-employment screening.  This type of verification provides basic information about an employee’s job, their employer, their title, employment status (active, inactive) and the length of time with an employer.


[image: ]
Sample Verification of Income (VOI)
The verification of income contains basic employment information about an employee’s job, their employer, their title, employment status (active, inactive) and the length of time with an employer, as well as their income.  The income information contains total pay for year to date wages.  This type of verification is typically used for granting credit. 
[image: ]

Sample Social Services Verification (SSV)
When an employee applies for social services benefits, the federal or state agency must verify employment and income to determine the employee’s initial and ongoing eligibility for such benefits. The Work Number provides a solution for the employer that also benefits the employee and the agency. By providing automated verifications, The Work Number allows employers to hand over this function and give agencies instant access to be able to assist employees with benefits.
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continued on next page

sample social service verification (basic) – continued
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sample social service verification (basic) – continued
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Employer Support – The Work Number Solutions Support
While your Work Number Client Relationship Manager is your primary contact, The Work Number Solutions Support team is available to provide immediate attention to all service-related requests for The Work Number.  Members of the Solution Support team will respond to service-related technical requests and, if needed, will escalate and follow-up internally until your question is answered or the issue is resolved.

The Work Number Solutions Support
Phone:  888-844-5079
Email:  SolutionsSupport@theworknumber.com

Monday – Friday
Eastern:  8:00 AM - 8:00 PM
Central: 7:00 AM - 7:00 PM
Mountain:  6:00 AM - 6:00 PM
Pacific: 5:00 AM - 5:00 PM

Closed on the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.















webManager Administrative Tool
The Work Number has an online administrative tool titled webManager.  From webManager, you are able to monitor and manage your verification service through the following employer functions.

Employer Reports
Get a clear view of the performance and value provided by The Work Number service through monthly activity reports, a dashboard verification report of usage for the past 12 months, and real-time statistics for week-to-date, month-to-date, and past-month activity.

Employee Management
You have the ability to make adjustments to individual employee records through the following functionality:

· Change an employee’s employment status from active to inactive
· Block or unblock an employee’s data from being accessed (by that employee and verifiers)
· Notify The Work Number of an employee’s dispute of their information through the Employer Data Dispute Assistance feature
· See the information presented on an employee’s verification with Employment Verification Data 
[bookmark: _GoBack]
Getting Started
If you would like to be set up as a webManager administrator for The Work Number service, please contact Solutions Support at 888-844-5079 or SolutionsSupport@theworknumber.com.  Once you are set up as an administrator, follow the directions below to access webManager.

· Go to:  www.theworknumber.com
· Login to your secure personal account by clicking “Enter Site” on the Employer tab
· Enter your employer name or employer code (this information was provided in “LIVE NOTICE” email)
· Select “Log In”
· Select “I want to use other account features”
· Enter your personal identifier (Ex., SSN, User ID) and PIN
· Select “webManager” on the Main Menu


Employee Support – Client Service Center Support
The Work Number staffs a team of Client Service Representatives (CSRs) dedicated to assisting employees and verifiers using The Work Number service.  Clients should provide employees, verifiers, and agencies with the Client Service Center 1-800 number 
(1-800-367-2884) anytime someone needs assistance using The Work Number.  The Work Number CSRs are trained and monitored to ensure they offer the highest level of assistance to all callers.  We are here to help and answer questions.Client Service Center
Phone:  800-367-2884
TTY Deaf: 800-424-0253

Monday – Friday
Eastern:  8:00 AM - 9:00 PM
Central: 7:00 AM - 8:00 PM
Mountain:  6:00 AM - 7:00 PM
Pacific: 5:00 AM - 6:00 PM

Closed on the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.

Closed on the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.
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© Start a New Verification Printable Format
UNOFFICIAL COPY _ For Demonstration Purposes Only
The following information is provided n response o your eques: for an Employment Verication on: 02/25/2016.

Verification Type: Employment
Permissible Purpose:  Consumer's application forcredit
Information Current As Of: 033112016
Employer: ‘Test Company (100003)
Headquarters Address:
Street: 1004BC
city: a8C
state: Ny
Zip Code: 3184
Employer Disclaimer:  Please use Headquarters Address above for gamishmen reques's.
“The Average Hours Per Pay Period reflctsthe actual hours pad fo the most recent pay.
periog.
Division: up
Employe: JEFF SMITH
Social Security Number: 00001111
Employment Status: Active
Most Recent Start Date:  03/11/2006
Original Hire Date: 0811172006
Total Time With Employer: = 8 Years, 7 Months.
Job Title: ASSOCIATE
Reference Numt 4348849555





image4.png
© Start a New Verification Printable Format
UNOFFICIAL COPY  For Demonstration Purposes Only.

The folowing information i provided inresponse {0 your request for an Employment Plus Income Verfcation on:
022572016,

Verification Type: Employment & Income Veriication
Permissible Purpose: ‘Consumer's appiication or crecit
Information Current As OF:  03/312016
Employer: ‘Test Company (100003)
Headquarters Address:

10048C

n8C

Ny

53134

Please use Headquarters Address sbove for gamishment requests.

“The Average Hours Per Pay Period reflctsthe actual hours paid fo the most recent pay.

period.
Employer Disclaimer: “This employer only provides totalpay for YTD eamings.
Division: 3P

Employee: JEFF SMITH

‘Social Security Number: 00001111

Employment Status: Active

Most Recent Start Date:  09/112006

Original Hire Date: 081172006

Total Time With Employer: S Years, 7 Monis

Job Title: ASSOCIATE

Rate of Pay: 1300 Hourly

Average Hours Per Pay Period: 53

Year Total Pay.

2016vD 5646810

2015 52580328

201 s1817252

Reference Number: 4343845587
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Information Current As O 03/31/2016
Order Information

Verification Type: ‘Social Senices Verfication
Permissible Purpose: ‘Employee's eligbilty for a benefit granted by a govemmental agency, - we:
are required by lawto consider the employee’s financial responsidilfy or
status
Reference Number: 14041848319
Tracking Number: NA
Employee
Address 1: 5 GRAND STREET
Address 2: Datanot provided
ciy: IRVINE
State: ca
zip: 92620-1707
Phone Number: Data not provided
Date of Birth: 0410211965
Employment
Employer: ‘Comp over 1000 (100003)
100A8C
Address 2: Data not provided.
city: 8C
state: Ny
Zip Code: 53184
Employer Disclaimer: Please use Headquarters Address above for gamishment requests.
‘The Average Hours Worked shows the actual hours worked for the most
recent pay period.
Federal Employer identification 999380005
Number (FEIN}:
Division: £

‘Union Afflation: Data notprovided
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Work Location (Job Site):

Address1

Address2

city

state

zp
Employment Status:
Most Recent Start Date:
Original Hire Date:
Reason for Termination:
Total Time With Employer:
Job Title:

Benefits

Medical Insurance:

Dental Insurance:

Vision Insurance:

Workers' Compensation:

Income and Deductions.

Rate of Pay:
Employee Pay Frequency:
Avg. Hrs. Worked | Pay Period:
Pay Cycle:

Data not provided
Data not provided
Data not provided
xx

Data not provided
Active

070212014
070212014

Data not provided
1 Years, 9 Months
ASSOCIATE

Data not provided

Data not provided

Data not provided

Data not provided

$17.42
Hourly

£l

‘Semi Montly
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Income Summary

Base Salary
Datanot
provided
Datanot
provided
Datanot
provided

2016

2015

2014

Overtime
Datanot
provided
Datanot
provided
Datanot
provided

Commissions. Bonus.
Datanot Datanot
provided provided
Datanot Datanot
provided provided
Datanot Datanot
provided provided

Payroll Deduction for Allnsurance  Data not provided

Coverage:

Pay Period Detall

Income:
Total Gross Earnings:
Total Net Earnings:

Pension:
Other Income:
Withholdin

Historical Pay Period Summary

Pay Period End Date.
0312612016
03122016
0212612016
021212016
0112612016
011212016
12262015
12122015
11262015
1122015
1012612015

$155127

$1201.10

Data not provided

Data not provided

Data not provided

PayDate  HoursWorked ~Gross Earnings  Net

03/312016 £ $155127  $120110
031512016 8 $155127  $120110
0212812016 £ $155127  $120110
021512016 8 $155127  $120110
0113112016 £ $155127  $120110
011512016 8 $155127  $120110
12312015 £ $155127  $120110
12152015 8 $155127  $120110
1302015 £ $155127  $120110
1152015 8 $155127  $120110
103112015 86 $1,55127  $1,201.10

Other

Datanot
provided
Datanot
provided
Datanot
provided

Total
$9,307.62

54097184

$30,014.00
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