Document Management
There are two parts to the document management tool that is now in your system.

Part One:
All customers now have the ability to download Liberty Alliance, Inc. documents directly from their free online access
system. If you do not know your username and password please call us at 800-630-2880. We would love to show

you everything the online system could do for you.

How To:
To download Liberty Alliance, Inc. documents that are available to you, simply go to the MY ACCOUNT TAB and
click on My Documents in the header. Choose the document you would like by clicking on its title, and view/save

the document.
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Part Two:

The ability to upload or download documents directly related to an applicant or a search that are necessary for
completion or adjudication.

The document management tool allows users who are ordering searches to attach release forms to their reports
during the ordering process. All background investigations require a general release form and this is a great place to
digitally store the form along with the report results. It allows the information to be accessible by Liberty Alliance, Inc.,
HR administrators of the requesting company, and, with a simple check box, allows the form to be viewable by
researchers as well.

After a report is ordered, sometimes more documents are required by Liberty Alliance, Inc. These could relate to
identity, licensures, release forms, or any search specific required documentation. Many search types can require
special forms in some states. Take for example, workers compensation. These forms can be uploaded directly to the
search itself instead of relating to the entire report. This allows viewable limitation to the researcher for that specific

search only.

This part of the Document Management also allows users to view/download documents, such as related court
documents for a found record, that Liberty Alliance, Inc. has uploaded.

The document management tool is certainly not limited to any specific form function, so it can be used as needed to
relate any document to any applicant.

How To:

Uploading Documents

This can happen during the ordering process by entering the applicants profile and clicking on the Upload
Document(s) for this Applicant link at the bottom. Here you will need to title your document, put in a short
description and browse for the file you want to load. You can then choose whether or not the document will need




to be viewable by all researchers and click save document. If for some reason you skip this upload opportunity
and move forward in entering your search criterion, then you can always click on the manage profile tab during
the ordering process to go back the applicant page and upload your document.
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Once a request on an applicant has been ordered, you can go to your REPORT MANAGEMENT TAB and pull up
an applicant. When viewing the order on an applicant you have the ability to upload a document relative to the
whole report or you may choose to upload a document relative to only a single search. The upload tool works the
same as it does during the ordering process.
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Downloading Documents
Documents that have been added to an applicant for your viewing/downloading purposes by Liberty Alliance, Inc.
will be found next to the upload tool for a search or report on an applicant.
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File types that can be uploaded are Acrobat (.pdf), Microsoft Word (.doc) and Graphic files of .tif and .jpg formats.



