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Please distribute or post this Human Resources memorandum to all of your Office’s/Branch or Client Agency employees.





Beginning March 1, 1999 employees at the Department of General Services (DGS) and Client Agencies may take advantage of a new automated system, at no cost to the employee, for handling confidential, fast, accurate employment and salary verifications for loans, leases, mortgages, etc.





THE WORK NUMBER for everyone, is available 24 hours a day, 7 days a week via touch-tone phone.  In the attached DEMO are instructions, for the three levels of verification:





BASIC supplies all the basic information which is considered public data, such as: Name, Job title, total time employed with the state.





BASIC PLUS supplies all the basic information plus pay information such as pay rate, total rate of pay, and how often the employee is paid.





FULL supplies all the basic and the basic plus information as well as Gross Year to Date (YTD) earnings and earnings for 2 years previous to the current YTD, (including base pay, overtime, and bonuses).





Informational flyers, will be provided with the pay issued for the February 1999 pay period to allow for use of THE WORK NUMBER.  Please try out the attached DEMO to see how it works.





If you have any questions regarding TALX employment verifications through “THE WORK NUMBER” please contact Bobbie Flanders of my staff at (916) 327-2398 or Calnet 8-467-2398.











LYNN W. CATANIA, Manager


Personnel Operations Section





cc.:LWC/BFF








�
					      DEMO 


                   THE WORK NUMBER


Get a pencil and paper ready and….Just call….REMEMBER this is just a Demonstration


1-800-748-demo (3366) your options are……








Employee			You Enter:


          PRESS  1		Company Code: 90001 (Enterprise USA)


      To obtain an		Employee SSN: 325-48-2431


      Authorization		Security Code(PIN): 3366 


      Code			


				You Receive:





				Authorization Code: 407938 


				(for Demonstration Purposes)


�
�



Lender				Choose from three levels of


          PRESS  2		Verification:


       To choose from			 BASIC Verification


       Three levels of			 BASIC PLUS Verification*


       Verification		 	 FULL Verification*





				You Enter:


				Company Code: 90001 (Enterprise USA)


				Employee SSN: 325-48-2431 (spells out the employees name)


				Authorization Code: 407938


				(only required if verifying salary)





				You Receive:


				Verification Information


				Reference Number


				*Information may also be received


				  via fax when you provide your fax 


  				  number at the prompt.


�
�



Employer			Choose To:


          PRESS  3		Block an Employee’s Info.


      To block, unblock		Unblock an Employee


      Or place an		Place an Employee on


      Employee on


      Inactive status		You Enter:


				Company Code: 90001 (Enterprise USA)


				Employer PIN: 0046


				Employee SSN: 325-48-2431


				Date: “Effective Date”


				(Date is used if placing an employee on


				 inactive status)�
�



�
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