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Requesting 

Access



Permissible Purpose

• Our contract covers the use of TWN for the permissible 

purpose of assisting in eligibility determinations for the 

government programs of SNAP, TA, HEAP, MA, and 

Child Care Assistance.

– Child Support lookups are NOT allowable under our 

current contract.

• Access should be granted only for the above stated 

business needs, and all lookups fall under FCRA laws.



Fair Credit Reporting Act (FCRA)

• TWN should not be accessed for personal reasons or to provide 

Data to a third party.

– Signature of the consumer (applicant) is required to complete a 

lookup, and they must be over 18. (This is covered by signature 

on the application due to the wording.)

• Failure to comply with the previously stated permissible purposes, or 

any unauthorized access to Data, are subject to civil and criminal 

liability under the FCRA punishable by fines and imprisonment.

• Full FCRA language may be found here: Fair Credit Reporting Act 

(ftc.gov)

https://www.ftc.gov/system/files/ftc_gov/pdf/545A-FCRA-08-2022-508.pdf
https://www.ftc.gov/system/files/ftc_gov/pdf/545A-FCRA-08-2022-508.pdf


District Web Managers
• Each district has a designated Web Manager(s) who can grant access 

to TWN.

• Supervisors should request access through the Web Manager for 

employees with a business need.

– If you do not know who your Web Manager is you may reach out to 

Jennifer.Pelletier@otda.ny.gov or Rebecca.Frederick@otda.ny.gov 

to request their name.

• Once access is granted, you will receive two emails from 

verifierid@equifax.com. 

– One will contain your username and the other will contain a 

temporary password.

mailto:Jennifer.Pelletier@otda.ny.gov
mailto:Rebecca.Frederick@otda.ny.gov


How to Log In



Navigate to TWN Website
• Using web browser (Edge is recommended) type 

https://www.theworknumber.com/SocialServices/ 

• Click “Log In” in the upper right-hand corner, and then click “Government 

Program Verification”. 

https://www.theworknumber.com/SocialServices/


Logging In

• A box will appear, advising you to log in for 

government program verification, click Log in.

• Both username and password are case 

sensitive. 

• Enter your username on the screen shown and 

click Continue. 

• Enter your password and click Log in. 

• The first time you log in, you will be prompted to 

set up other account security features.



Ordering 

Employment 

Verifications



New Order

• The New Order 

screen is shown 

to the right.

• The tracking 

number can be 

left blank, but all 

other boxes 

require input.



Input Search Parameters

• Enter the SSN of 

the client being 

searched.

• Under 

Permissible 

Purpose – 

ALWAYS choose 

the option 

highlighted to the 

right.

• Program type should only 

have ONE selection, never 

both.

• If the case is SNAP and 

Child Care, then choose 

SNAP/PA/HEAP/MA.

• If the case is Child Care 

ONLY, then choose that 

option.



Choose Date Range

• Next, select the pay date range you’re looking to get active 

employment for.

– Whole calendar months are used, so a request for the past 3 

months submitted on May 15 would include all records starting 

on February 1 through May 15. 

– Pay date (the date the employee is paid) is used to select the 

records returned (not dates worked).

– Sometimes employers report a pay date in the future (usually, a 

week or two in advance). These records are also returned.

• Indicate Social Services Verification by clicking on the large box for 

the verification type. It will generate the checkmark you see to the 

right.

• Lastly, click Start Order to run the search.



Orders without an SSN

• If there is no SSN available, you can 

search by name, address, and DOB.

– Just click the blue link highlighted 

above and it will generate a new 

screen.

• Please note, that all the same 

information previously requested under 

the SSN search is still required, except 

for the SSN.



Viewing 

Employment 

Verification 

Results



Results – Order Details
• The following screens are all 

manufactured data to show 

what a result looks like; there 

is no Personal Protected 

Information (PPI) in them.

• The PDF button in the top right 

corner allows you to download 

the verifications as a single 

PDF file

• When additional records (older 

than the date range requested) 

exist, the Additional Records 

button is shown. You can 

select and order some, or all, 

of these records.



Results – Additional Records



Results – Sample Output



Results – Sample Pay Details Output
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