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1 b APPLICANT STATUS BOX

The applicant status box provides at-a-glanze-status and easy access to reports in various

stages of completion. It is also a quick access to report management, rather than clicking

on the report management tab. Designed using a familiar folder-based scheme, it operates
much like many email programs. The number next to each folder indicates the number of
reports within that category.

1 Inbox (24)

1 In Progress 0

1 Status Update 0

] Needs Attention 0

] Complete 3)

1 Archived (1)
help

To access the above folders click any folder name. By clicking on any folder it will open up the
report management screen. Below are descriptions for each of the folders above.

Report Status
We will use the terms "searches” and "reports" when explaining the order and result delivery
process.

A "search" is considered any individual request of one of our products. For example, a county
criminal request is one search, two county criminals and one education verification, would be
three searches.

A "report" is considered all searches ordered on an individual at one time. Thinks of it as a group
of searches. This is the case even if it comprised of only one search. For example, a report can
be anything from one county criminal to five education verifications, as long as they were ordered
at the same time on one individual.

Inbox

Anytime a search within a report is completed, the entire report can be viewed in the "Inbox"
where you can review the status of all the searches within that particular report. Once all
completed searches are reviewed and marked as read, the report moves out of the "Inbox".

In Progress
Once a report is ordered, it is moved into the "In Progress" folder. A report will be viewable in the
"In Progress" folder any time there is at least one search that has an "In Progress" status. Often,



the "In Progress" is used interchangeably with "pending", however, for consistency, we will
always refer to a search that is not complete as "In Progress".

Status Update

This folder helps you easily find searches that have had status updates. Whenever a status of an
individual search is returned, i.e., "pulling files", "slow county", or " "courts closed", it will be
shown in the "Status Update" folder. In addition, you will receive an email to inform you of the
search's status. Once you have read all the unread comments within a particular report, it will no
longer appear in the "Status Update" folder. Any time a search has unread notes, the report it

belongs to will be viewable in the "Status Update" folder.

In all folders, any searches that have unread notes, will be indicated by a red asterisks next to the
"view notes" link.

Needs Attention

When a researcher or information source requests more information such as a last name, dob or
drivers license number, it is sent to the "Needs Attention" folder where you can add the
appropriate information. In addition, you will receive an email requesting the appropriate
information.

Complete

Once all the searches within a single report are completed and have been marked as read, the
full report appears in the "Complete" folder. It remains in the "Complete" folder unless you choose
to move it to "Archived". Once a report is completed, it can be removed from the "Complete"
folder and placed back in the "Inbox" folder by deselecting "mark as read" on the right hand
corner of any search within the report.

Archived

After a report is completed, you can move it to "Archived" to avoid storing a large number of
reports in your "Complete" folder. The advantage is that moving the reports to "Archived" will
remove those reports you no longer need to view and quicken the response time for displaying
reports that are in the "Complete" folder. This is especially important when you order a large
number of reports and access to the system is slow. Once a report is archived, it can be removed
from "Archived" and placed back in "Complete" by deselecting "Archived" on the right hand
corner.
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2. Click on the search for description r County Civil
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statewide reports). =
Education Verification
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Order reports allow you to place an order in the system to be sent through to a researcher
or a database system for results.

1. Click the “order report” tab and you will see the build a new report screen as
shown above.

2. If you wish to order reports individually for this applicant under build a screening
A , place a check mark next to the desired services then click continue

3. Ifyou wish to do a pre-defined package of services, including your default
package, click the B “screening packages” sub tab.

ORDER REPORTS

- . validation & Past Address
ogout

Order Reports Build a New Report

Choose Searches " Applicant Information |

Build 2 Mew Report

¥ Choose Searches Create Profile |! Additional Name/Address |

b Create Applicant * Required Fields

= Dot Plus (S5 Address Verification)

First narne: * john

Middle name:

1,Create 5 profile for an applicant by Last narme: * doe
entering the subject's information, s

2. By clicking the radio boxes (if Date of Birth: L ‘ll- - 'Il. _(rnrn,f'dd:"}.ryyy)
awailable), you can include a past Social Security: * 555 - 55 |- 5555
address histary trace or zip code . 4
lookup that will pre-populate the Street: ||
search order with the appropriate =
county and state information, City:

3.%ou can also create additional 3 =
profile infarrmation for use in e IL&I
rmaintaining detailed applicant data Zip:
through the Additional
Marmme/Address tab, Reference Code:

4, Click "Continue" to proceed,

Report Management My Account
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Applicant Information

First Mame: john
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Last Mame: doe

Cate of Birth:
i)
BEle 5535
City:
State:
Zip!
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555-55-5555 555-55-5555 Instant $0.00

b Confirmn and Place Order

Order Total: $0.00

First Marne:
Middle Marna:
Last Marme: doe Update || Place Order

Crate of Birth:
S5M: 555-55-5555

ity
State:
Zip:
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