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Upcoming Enhancements To Your Account

Our team is working hard to create an even better experience for you while using our website. Here’s a sneak peak at 
some changes we're launching the first week of February:t
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     Name   Status      Actions

-  Joe Wright   Complete 

-  Samantha A Jones  Complete

-  Marcia Gray   Pending Applicant

-  Phillip Sutherland  Pending Applicant

-  Moshe Mohbi   Pending Applicant
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Latest Blog
Hiring The Wrong 
Person: What's At Stake
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November 2018 Newsletter
Expedite And Enhance The 
Background Check Process
Read now
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For Questions Please Contact Us At 
800-838-4804 or email 
support@backgroundsonline.com
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Education Page.
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Dashboard  
We’re updating the dashboard with a sleek new design and making it even easier to find everything you need quickly. 
The updated page will:

•  Empower you to order your most commonly-run background checks right from the dash.
•  Give you the option to create new custom packages that can be perfectly tailored for any position.
•  Display details about your seven most recent orders and provide a convenient link so you can view all.
•  Show you how many orders are in process, recently completed or in need of attention.
•  Offer a quick link to our powerful Resource Center with sample compliance documents (authorization, disclosure, state 
notices and more) and links to see State Laws, Newsletters, our blog and other useful options.
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•  Provide tabs for every recent report and orders that:
 o  Require action from the applicant
 o  Are in process
 o  Need attention (additional action is required)
 o  Are complete and ready to view
 o  Need review by you or a colleague
 o  Were reviewed by you or a colleague

Upcoming upgrades will:
•  Give you quick links to order background checks.
•  Include options to create new custom background 
checks, order single reports and use the Search field to 
instantly find anything you need.
•  Offer an easy method to edit/update any background 
check package.

42 Reports 1  Completed1 Needs Attention 1 Reviewed 20 Archived1 Needs Review

Search Order ReportReport Manager

View Report

View Report

Request Status

Resend Email

Edit Information

Edit Information
brittany.nelson@gmail.com
Package: Basic

Note: County, State - The search is delayed pending research by the court clerks. We 
have been given an ETA of Tuesday 09/18/18. We will continue to monitor this report for 
any change in status. 

Product     Status
Identity Verification    Complete                                     
Driving Record - State   Complete
Driving Record - State   Complete     
County Criminal - COUNTY   Processing

11/10/18           APPSS Email Sent 10:50AM PST
11/11/18           APPSS Email Sent 10:45AM PST
11/12/18           APPSS Email Sent 10:50AM PST

601-826-4538 

matt.polezhako@gmail.com

Package: Standard

916-826-4538 

3  In Process 2  Pending Applicant

Name   Order ID    Order Date  Report Status   Onboarding  Authorization    Actions

Joe Wright  851144   ##/##/###  Complete   ##/##/### - Mon

Samantha A Jones 851145   ##/##/###  Complete   ##/##/### - Tue

Brittany Nelson  851174   ##/##/###  Pending County   ##/##/### - Tue

Showing Reports from 12/10/2018 to 01/10/2019

When ordering a background check, you will be able to:
•  Edit the contents and save your changes as a new 
background check package.
•  Take advantage of our Applicant Submit featured that:
o  Allows you to send customizable invites that ask 
applicants to submit their information to us.
o  Saves you time and prevents data entry errors. 
o  Ensures your applicants see and approve all compliance 
documents like e-consent, disclosure, authorization and 
state notices.
o  Gives the person you’re screening our contact information 
so they can connect with us.

•  Display details about pending reports so you always 
know the status.
•  Give you an easy option to upload or review 
authorization forms.
•  Show 20 reports - with the option to see up to 100 per 
page. 

Report Manager

We’re making several exciting changes – the new Report Manager will: 

Order Reports
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Settings
You’ll be able to select your preferred setting for:

Who Will Submit The Report:
Use this to either always ask your applicants to provide the information we need to start their background check or to 
always submit it yourself.
Sorting:
Use the convenient dropdown to see your background check packages by the date last used, most commonly ordered 
or alphabetically.
Report Filtering:
This feature automatically places completed background checks that contain potentially adverse information into the 
“Needs Review” section of your Report Manager.  Otherwise, they will be placed in the "Completed" section. 

Use the icon at the top right of your account for additional links to change your account settings, review invoices and 
quickly find everything else you need. 

We’d Love Your Feedback  

We’re always happy to see your feedback, questions and comments. Let us know your thoughts and how we can help 
further improve your background screening process. 

If you have questions about anything related to background screening, please contact us. Our highly trained team is here to 
assist you via phone, chat or email Monday through Friday from 5am to 6pm PT. 


