Verizon Work History Site External Access
Instructions

THINGS TO KNOW BEFORE YOU START THE LOG IN PROCESS

e The first time you log into the Verizon’s Work History Site (WHS), you will need to provide
a personal email address (not your Verizon work email) to gain access.

e An ‘Activation Email’ will be sent to your personal email.

e You need to click the link in the ‘Activation Email’ in order to finalize set up of your WHS
access.

e If you don’t currently have access to your personal email (via either computer or smart
phone), please wait to log in later when you have access to your personal email.

Action Important Info

Go to https://workhistory.verizon.com

Click “I Agree” to Terms & Conditions

e Your User ID is the ID used to login to your
work computer (in all lower case)
Enter Windows User ID e It's either your VZID or USWIN (5+2)
Example of VZID: v12345
Example of USWIN: donutdu

e Exactly as shown in the e-directory, including

Enter Last Name .
suffixes, hyphens or spaces

e Your default password is your Windows User
ID (VZID or USWIN in all lower case)
Enter Password AND
(First Log in Use Default Password) e Your full birth year (ex. 1970)
Example: v123451970
Example: donutdul1970

Click Continue to the Next Step



https://workhistory.verizon.com

If your log in attempt does not work, Click Find ID at the bottom of the Log In page and answer the prompts
to get your ID

Try to log in again once you have your ID, using the same default password (from step 5)

Do not click on “Change/Reset your Password” or “Reset your Profile” upon initial login. This cannot be
done until account setup is activated.




Action

Important Info

Pick Security Questions

Answer Security Questions

Enter Your Personal Email Address
Retype Your Personal Email Address

e This is not your Verizon work email
e |tis an external email
Example: @yahoo.com or @gmail.com

Pick and enter a password for when you log into
the WHS again
Retype your new password

e Minimum criteria for a password is 8
characters, 1 upper case letter and one
number

Click Save Profile & Login

Go to your personal email and click on the link in
the activation email

e This must be done within 15 minutes or the
link will no longer be valid

e Once you click on the Activation link it will
redirect you back to the WHS log in page

Enter your Windows User ID

e SameasinStep 3

Enter your Last Name

e SameasinStep4

Enter your New password

e Created in Step 10

Click Continue to Next Step
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SYSTEM REQUIREMENTS:
e |Eversion 11 or later
e Safari version 7 and higher
e Chrome version 33 and higher
e Microsoft Edge any version
e Firefox version 27 and higher

ACCESS THE PORTAL FROM A PC OR LAPTOP:

e Accessing the WHS on a mobile
device is not recommended.

e If necessary, access the activation email
from your mobile device and then
continue the actual log in from your
computer.

Detailed instructions for the above steps can be found on the following pages.


https://gmail.com
https://yahoo.com

Verizon Work History Site (WHS) Access Instructions

Employee Portal Access Instructions:

Input URL https://workhistory.verizon.com)into your browser and click Enter

1. Click | Agree

4 550 | Login

Terms & Conditions

Notice - Proprietary System

This system is intended to be used solely by authorized users in the course of legitimate corporate business. Users are monitored to the extent
necessary of properly administer the system, to identity unauthorized users or users operating beyond their proper authority, and to investigate
improper access or use. By accessing this sysiem, you are consenting to this monitoring

Terms of Use

You are solely responsible for obtaining, installing, and maintaining suitable eguipment and software, including any necessary system or software
upgrades, patches or other fixes, which are or may become necessary to access About You on the Intemet. Minimum systems requirements
apply to the use of About You on the Internet and it is your responsibility to ensure your computer system complies with these requirements. You
are responsible for management of your information, including but not limited to back-up and restoration of data, erasing data from disk space you
conirol and changing data on your router. You are also for and mail of any security procedures you deem
appropriate, such as logon security and encryption of data, user ID and password on your router and firewalls, to protect your information. The
Company is not responsible for back-up and restoration of your information or for any loss of or disablement of access to your information, without
limitation. You agree that information required by the Web Site software (including any personalized information) and other identifying information
requested by About You on the Internet or other supplier software may be placed in our domain. In addition, you agree and understand that the
Company is not responsible for nor is it liable for the loss or accidental dissemination to others of any of your personal information when you use
About You on the Internet.

If you are a non-exempt employee, Verizon's policy prohibits you from accessing work-related sites during non-working hours unless you are
specifically authorized to do so by your supervisor.

| Don't agree



https://workhistory.verizon.com)into

Initial Login:

e Windows User ID* = vzid or uswin/5+2 (same as you use to log into your pc)

e Enter Last Name (exactly as found in edirectory, including suffixes, hyphens or spaces)

e Generic Password = Windows User ID above + 4 numbers of year of birth (All lower-case
characters with no spaces, ie. v123451970)

e C(Click Continue to Next Step

e If your login attempt does not work, Click Find ID at the bottom of the Log In page and answer
the prompts to get your ID
NOTE: Do not click on the Change/Reset Password or Update Profile link at this time. You
cannot reset, since your account is not yet created.

*Follow these instructions carefully. If you receive a failed attempt message, double check the
instructions regarding the format of the generic password. If everything is correct and you continue to
receive the failed attempt message, contact HR Answers at hranswers.us@verizon.com with the
Subject Line: WHS Help. Include your full name, Employee ID, 4 numbers of birth year along with the
error message received in the body of the email.
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Verizon Portal

Enter User Info

d13H &5

To enhance security and protect your information, you must provide requested information. Please enter your credentials per instructions.

Windows User ID
Last Name

Password

Continue to Next Step

Change / Reset Password or Update Profile
Find ID


mailto:hranswers.us@verizon.com

1. Before starting this step, be sure you have the capability to access your personal email account

within 15 minutes, otherwise you should wait until you can access timely. If you cannot access
your personal email from work, please wait until you can access.

2. Select 3 Security Questions and Answers.

3. Enteryour Personal Email Address to be used for future communications.

4. Create a new Password for specifically accessing the WHS. This is not tied to your SSO login
information. Minimum criteria for a password is 8 characters, 1 upper case letter and one
number.

5. Please retain the security questions and answers and the password you select for later use, if
needed.

6. Click on Save Profile & Login.

I. 5 hitps://iloginuat verizon.com/ essozer/servlet/AppController ~ad | % 550 | Security Questions —

Verizon Enterprise Single Sign On

Set up your Profile and Password
Security Questions
Choose security questions that you can answer meaningfully for each of the six dropdown boxes and the personal guestion. Per our policy, you must make selections and

provide answers for all six regular questions as well as the personal question. You may not use the same answer for multiple questions.

Note: These questions and answers establish your identity and may be used to authenticate you in conjunction with the Single Sign On (SS0) login process.

Questions Answers
Select Question ¥ | Answer

Questions Answers /
Select Question ¥ | Answer

Questions Answers
Select Question v Answer

Personal Email Address Retype Personal Email Address

Set Your Internet Password Retype Your Password

Save Profile & Login

Qo o



Once you receive this message, you will login to your personal email account to retrieve the email that
contains the WHS Activation Link. You will have 15 minutes to access and activate. If not accessed in
15 minutes, the link will time out and you will need to start the activation process over.

/AppController a3 = 550 | Account Activation

Verizon Enterprise Single Sign On

Account Activation Instructions

> An activation mail has been sent to your personal email Id.
> Email contains the activation link. Please click on the link in next 15 minutes to activate your account.

> Activation link is valid only for next 15 minutes.

e |f necessary, you may want to access the activation email from your phone or mobile device and
then continue the actual log in from your PC. It is suggested to use a PC and not a mobile device
when logging in to the portal, whenever possible. Log in to https://workhistory.verizon.com.



https://workhistory.verizon.com

See sample Activation Email below that will be sent to your personal email.

You will need to click on the Activation Link as instructed. See Sample email below:

John Doe,
Your Verizon account is ready for activation.

Please click on the URL below to complete the registration process to activate your
account.

https://iloginuat.verizon.com/essoser/ActivationController? Token=PrgNbE Vfu6u%2BVMx8qB
C%2F7gXYbMnYK2mrLUY VXxkAZi6MPeE4u%2F6VmfobUIshVgLwgQUXmKE6KMhxJ2q
IAUHH8GvkdGVXB1LV462i0UWYKo7nQXDOQMCqgEQhQKhCDpi%2FH1%2BBh02FIdXZ D
Fn2U58e0VoXHt30bNzts%2B4%2BP{7urj90J 1 FvxhZNviSUKsKMoRJ05vy

NOTE: This is an automated service; please do not reply to this email.

ClientIP : 113.128.224.26
Date : 10/01/2014 at 06:37:28 GMT

Proprietary and Confidential. Not for disclosure outside of Verizon. Copyright © Verizon 2014


https://113.128.224.26
https://iloginuat.verizon.com/essoser/ActivationController?Token=PrgNbEVfu6u%2BVMx8qB

After clicking on the Activation Link your account is now activated and you will be re-directed
to the Login page to login with your saved information. Or, if using a mobile device to access
your personal email, click the activation link and then return to your PC and go to
https://workhistory.verizon.com to log into the portal. You will click on the | Agree button
then proceed. This time when you enter the Password you will use your new password
created earlier.

Windows User ID = vzid or uswin/5+2

Enter last name

Enter New Password (exactly as you created it)
Click Continue to Next Step
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If you have forgotten the new password you created, you can click on the Change/Reset
Password at the bottom of the page to create another password. Answers to your Security
questions will be needed to create a new password.

verizon’

Verizon Portal

Enter User Info
To enhance security and protect your information, you must provide requested information. Please enter your credentials per instructions.
Windows User ID

Last Name

Password

Continue to Next Step

Change / Reset PAgsword or Update Profile
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Verizon Work History Site (WHS)

What can | access on the WHS?

View Paychecks

e You can view historical paychecks on WHS up to 4 years from the date of the last paycheck received.
For copies of historical paychecks greater than 4 years, email HR Answers at
hranswers.us@verizon.com

View W2/1095C

e You can view your W-2 and 1095-C Tax forms on WHS for up to 7 years. If you previously consented to
the electronic delivery of your tax forms, once you separate from Verizon you will need to re-consent to
access your upcoming tax forms electronically.

Tax Form Updates

e You can make changes to your Federal and State tax withholding forms on WHS. All changes are on a
go-forward basis, no tax retro adjustments will be made.

How do | update my Direct Deposit?

Update Payment Elections (Direct Deposit)

e If you were previously enrolled in direct deposit and are still receiving a monthly paycheck or have been
separated from the company for less than 60 days, use the form below to update your payment
elections (direct deposit banking) information. Email your completed form to HR Answers at
hranswers.us@verizon.com. Ensure the form is signed with a physical signature.

o Payment Election Authorization Form

e If you were previously enrolled in direct deposit and are not receiving a monthly paycheck, once you
separate from Verizon, your direct deposit will stay active for 60 days from your separation date. Once
deactivated, your direct deposit account can’t be reactivated.
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