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LOGGING IN

Your client portal has been designed for quick access to the information you need most, whether you're  
looking up a specific applicant, finding all recent applicants with possible records or discrepancies,  
quickly ordering a standard background check, or compiling statistics for the last week or month. 

This guide contains four main sections as follows: 

● Ordering a report
● Finding a report
● Managing reports
● Managing your account

If you have any questions that are not covered in this manual, we encourage you to contact us directly.  
Three customer service options: 
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1. Visit https://enterprise.s2verify.com/
2. Enter user name & password

Forgot your Password? No problem.

Click the “Forgot My Password” to send an email or use our chat feature to reset.

1. Phone: 770-649-8282, available 9am-5pm EST, Monday - Friday
2. Live chat on our website, available 8am-8pm EST, Monday- Friday
3. Email ticketing system: customerservice@s2verify.com

5 E! 
S2VERIFY 

User ID 

Password 

FORGOT PASSWORD? H@Hiii 
Please contact support if you need assistance. 

customerservice@s2verify.com;compliance@s2verify.com 

855-671-1933 

https://fs17.formsite.com/blazon0421/nh9mjd4mmd/index.html
https://enterprise.s2verify.com/


ORDERING A REPORT 
To order a new report for an applicant through your client portal, just click 
the  “Order Reports” ​button at the top to get started. From here, you will: 

● Enter applicant information
● Choose a background package, or pick from a list of individual searches
● Auto-populate your searches
● Enter details for searches
● Confirm and submit your order

Enter applicant information 

At the top of the page, enter the basic information about the applicant, including name, date of birth,  
social security number, and address, as shown below. 

If you leave out a required field - for example, if you leave out the date of birth when ordering a 
county  criminal - the system will flag you upon ordering that you need to supply that field. 

Depending on your setup, you may have one or more of the optional fields as shown below: 

Additional Names to Search​ : Click this link to add one or more names as AKA's (maiden names or  
alternate names). This will allow you to order searches for multiple names simultaneously. You can add  
extra names by clicking + Add another, or remove a name you've already added by clicking the Remove link 
on the right.  

Additional Addresses to Search  : Click this link to add one or more sets of City, State, and Zip to the order. 
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l 
ACCESS YOUR REPORTS 

•••••• In Progress Completed SwiftHire Archived Needs Attn 
(83) (16) (37190) (0) (0) 

+ Additional Names to Search 

Review 
Needed 

(4) 

+ Additional Addresses to Search 

Upload Document(s) for this Applicant 

MyNotu(O) 

Comp,iny Notn (OJ 



Email Applicant​ : If an email is entered, then you can ensure that a final copy of the report is sent automatically 
to the applicant, in addition to being made available to you. 

Reference Code:  If you want to tag this search with a reference code, billing code, department code, or  
something similar, enter it into this field and it will be stored with your search, as well as appearing on the 
detailed invoice. 

Choose a package, bundle or pick your searches

Depending on your setup, you may be able to order custom packages, individual searches, bundles, or all. 
Just choose an option. 
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Upload Documents For This Applicant: Click this link to upload a release form or other document that will 
accompany this background screening order. 

---------Document Upload---------

Title 

lnfo 

FIie I Choose Fle No file chosen 

(bm::,,csv,doc,COC:X,g f,)PE!9,Pi,¢f,pdfx,png,n:f,txt,b.f,tiff} 

Reference Code 

Current Documents 
•o 

No documents have been up•oaded for the wrrent level. 

Send Report to Applicant 

r., byernall 

jdoe@company.com 

Email 

Criteria: Select Searches 

Package Selection: 

Standard (INatCrim Only) Package " 

; Save Document I 

Last Modified 



Bundles, are just a group of a la carte searches “bundled together.” If you would like to save a “bundle 
for future use, please check the “save order configuration for future orders."

Setting a default package ensures that this package is highlighted as the first option when you first login. You 
will still be able to choose other packages.  

Auto-populate your searches

An option to auto-populate search locations based on an applicant's’ past history may be configured for you. 
This means that the system will automatically fill in counties and states for several common criminal and civil 
searches based on the address (or addresses) you enter for the applicant, plus any addresses found by 
running a Past Address History search. This will save you a lot of time in entering your searches.

Enter details for searches

When you pick a package, or as you click on individual search names to order them; any searches that require 
additional information will be indicated with a red icon; any searches that are complete will have a green icon, 
as indicated in the legend below the searches. 
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0 County Criminal 

0 Statewide Criminal 

0 Past Address History 

0 Sex Offenders 

0 Credit Report 

PJ Save order configuration for use in future orders 

Set this as your derault ordering package 

Package Name 

info 

info 

1 Selected info 

info 

1 Selected info 

Show More Searches 

Not in order O Needs wortl O Complete 

Package 0 
Package 0 
Package 0 
Package 0 
Package 0 



Adding more entries to a single search

If configured, you can also add additional schools, employers, counties, and so on, under a specific search. 
Just click the ​+ Add Another​   link at the bottom of any search section after clicking the search title.  

Adding and removing search types 

If this option is configured, you may add and remove searches listed. 

To remove a search type, just click the X to the far right of the search name. If you remove it accidentally, just 
re-click the title to add it again; all your previously saved information will be remembered. 

To add a new search, click any search name that's currently gray (meaning it's not part of the current  
order). This will change the search name to orange or green; if it changes to orange, you can add the  
details as mentioned above. 

You will often have a Show More Searches button at the bottom, showing you searches that are not part of the 
package or that you have not ordered previously. Click this button to review other searches you can order.  
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0 County Criminal 

PJ1 Include additional name 

TEXAS 

TRAVIS 

•foiWMHii REMOVE 

I . ADO ANOTHER i 

0 Statewide Criminal 

0 Past Address History 

0 Sex Offenders 

0 Credit Report 

.. .. 

.. .. 

1 Selected 

~ 

1 Selected 

info 

1 Selected 

I Show More Searches I 

info Package 0 

info Package 0 
info Package 0 

Package 0 
info Package 0 



If any fields are not the in correct format, or any 
searches have not been saved (and still have a 
red  indicator), you'll be prompted to make 
corrections before you submit. 
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Confirm and submit your order
When you have entered all necessary information, scroll to the top of the page. Click 

Save order configuration for use in Mure orders 

0 County Criminal 1 Selected info 

D indude addllional oame 

TEXAS 

TRAVIS 

fJ§f+'ia:Hfi 
• AO,O ANOTHER 

ORDER 

Current Order 

need hetp finding a locabOn? Total Price 

Package 0 

I E·M+& I 
SAVE AS ORA.FT 

VIEW DRAFTS 

SwiftHire Order 

Updates Needed 

This order is not yet ready to be ordered. 

Please check your order for the following and make the appropriate 
updates: 

• Incomplete fields indicated by • 

• Incomplete searches indicated by • 

CLOSE 
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BRANCH ORDERING
Branch ordering through the standard client order process

During the standard order process in the client module, in the Order Report tab, you can choose Branch Order 
instead of filling out the order form. Doing so brings up a window that allows you to choose a branch and user 
on whose behalf to order.

Once you select a branch, user, and click Order, the standard order screen will appear, but it will indicate your branch. 

Confirm and submit your order
When you have entered all necessary information, scroll to the top of the page. Click 

current Order 

Total Price 

$0.00 

i❖i·liii 

SAVE AS OR.Ar 

VIEW • RAFTS 

borf Branch Order 

SwiftHire Order 

Select Branch 

' 
O View Selected Branch Only Branch Order 

Select User 

CLOSE 

ORDER 



ORDERING VIA SWIFTHIRE 
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1.In the portal, click on the "SwiftHire" tab. Select "Applicant" option.
2.Next, indicate the name and delivery method to the applicant. Next, select the package.
3.You have the delivery options of email, and email and text for the invitation. If you choose email and text the

applicant will receive both invites. Once one is fulfilled, the other becomes invalid.
4.Review disclaimer and check the box to acknowledge.
5.Then, click submit.

6. After the applicant completes the invitation via email or text, a new email is automatically sent to the applicant
with a link to utilize the portal. The applicant will use​ ​the​ ​e-mail​ ​address​ ​they provided​ to the invitation ​and​ ​the​ ​
last four​ ​digits of​ ​their​ ​social​ ​security​ ​number (SSN4). The applicant is guided through each step of the process.

7. After​ ​an​ ​applicant​ ​has​ ​submitted​ ​their​ ​information,​ ​they​ ​can​ ​use​ ​Applicant​ ​  Portal​ ​to​ ​keep​ ​track of​ ​the​ ​status
of​ ​their​ ​background​ ​check,​ ​as​ ​well​ ​as​ ​have​ ​a​ ​central​ ​location​ ​for​ ​their​ ​documents and​ ​disclosures.

8. Continue to processing.
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With Swifthire, you have 2 ordering options. 

Option 1: Applicant Ordering- This option allows you to order for one individual applicant. Details below.

Option 2: Global Ordering- This option will generate a unique URL that you can provide to multiple applicants. 
   More details in Swifthire Global Ordering section on the next page. 

Swifthire Applicant Ordering

SwiftHire: Create Request 

• Apphcant -

Global 

Last Name 

Select Package 

Reference 

Delivery Method 

Email 

CC me a copy 

CC Email 

First Name 

Send Text lilk 

You may enter munl(:)le ema IS separated by commas 

l 
Order Report SwiftHire Report Management My Account 

View Applieants 

@ I hereby acknowledge that. by ut1liz1no the SWiftHlfe process, the consumerw,11 be provided wrth an electronic wntten 01sdosure and their electronic wntten Authonzaoon will be otitamed before an Ofder for a consumer report w1U be 
placed, and I agree to the content of those two docoo,ents, furthem10fe, I hereby certify that the appropriate adverse action process will be followed, whefe applcable, and that this consumer report 1s betnQ obtained for employment 
purposes, all in accordance w th the requirements of the federal Fair Credit ReportinQ Act. 15 US C. §§ 1681 et seq 

SUBMIT 
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Swifthire Global Ordering
1. In the portal, click on the  "Swifthire" tab. Select "Global" option.
2. Select package.
3. Review disclaimer and check the box to acknowledge.
4. Use the "Copy URL" button to select the link.
5. Paste the link into email to provide to applicants. This link may be provided to multiple applicants.

6. After the applicant completes the invitation via email or text, a new email is automatically sent to the
applicant with a link to utilize the portal. The applicant will use​ ​the​ ​e-mail​ ​address​ ​they provided​ to the
invitation ​and​ ​the​ ​last four​ ​digits of​ ​their​ ​social​ ​security​ ​number (SSN4). The applicant is guided through
each step of the process.

7. After​ ​an​ ​applicant​ ​has​ ​submitted​ ​their​ ​information,​ ​they​ ​can​ ​use​ ​Applicant​ ​  Portal​ ​to​ ​keep​ ​track of​ ​the​ ​
status of​ ​their​ ​background​ ​check,​ ​as​ ​well​ ​as​ ​have​ ​a​ ​central​ ​location​ ​for​ ​their​ ​documents and​ ​
disclosures.

8. Continue to processing.

l 
Order Report SwiftHire Report Management My Account 

SwiftHire: Create Request View Applicants 

Applicant 

@Global ... 

Employee screening Package - • 

Reference 

I hereby acknOW1e<1oe that. by utilizino the GIObal link process, the consumer will be provided with an electronic written OisclOsure and their electronic written Authorization will be obtained before an «Cler for a consumer report will be 
placed, and I aoree to the content of those two documents; furthermore, l hereby certify that the appropriate adverse action process will be followed, where applicable, and that this consumer report is be1no obtained for employment 
purposes, all m accordancew1th the requirements of the federal Fair Credit Reportmo Act. 15US C. §§ 1681 et seq 

Copy This Link: 

hnps://enterprise.s2verify.com/ swifthire/V2.0l'token; TSYIMIBPQUxRX1 FXPTBALENeQiRYSZ49VF0yPI! 

I CopyURL ] ... 
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Sample applicant portal 

Sample applicant dashboard 

Ordering Manual 

Welcome to the ponal. '"b • 



PAGE 13 Ordering Manual 

Regardless of the invitation type, (Applicant or Global) the completed SwiftHire​ ​applications​ ​are​ ​shown​ ​in​ ​the 
SwiftHire​ ​section of your portal.​ ​Also, from​ ​here​, you may view invitations that are​ ​awaiting​ ​a​ ​response.​

You have the option to "Review" or "Order" the report.

PROCESSING VIA SWIFTHIRE

Applicant: SwiftHire My Reports 

G) In Progress (610) 

l l Ir.TUI '"' TOT" I!.> • Completed (8") 

c::11 Eal -· - ,.. ""' ~ - "' """' c::11 E:11 • SwlftHire (222/ 275) - ,,. ""' ~ c::11 E:11 - "' 180 """' c::11 E:11 e Archived (285) - 254 180 """' c::11 E:11 - .,, 180 _,,_ c::11 E:11 e Need& Attn (2) - 2815 $40.00 - c::11 E:I 
Mylast, Myfits1 

v .... - 31 T80 _.. c::11 E:I • Discrepancy (65) 

aS•1S10IV5 hit Pl ....... 11$11 1MI _,M 

lfollilll"CIIPOOfl-f"ml • Explted/lrwdd (0) 

0 YIEWOPTIOHS 

I} Sw!ftHlre Se!Mgs 



Click the Order Reports button in the menu bar in the dashboard.  Then you may add an applicant, and select 
the drug test package: 

CREATING A DRUG SCREEN ORDER
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l 
ACCESS YOUR REPORTS 

•••••• In Progress Completed 
(83) (16) 

Order Report 

Applicant: Create Profile 

SwiftHire 
(37 /90) 

Last • First 

Street Address 

Archived 
(0) 

City ST • Zip Code 

Phone 

+ Additional !lame• ID Se,m:h 

+ Additional AddrH ... to Search 

Upload Documet11(s) for duo Applic.ant 

Send Report to Applicant 

Needs Attn 
(0) 

• Middle 

Review 
Needed 

(4) 

DOB:mm/dd/yyyy 

Social - Security- Nrnlber 

MyNotn (0) 

Company Notas {D) 

7 l hEreb)• c-en,fy that the consu:mer h.-35 already been provided with a written Disclosure a11dtlte;s wnttai Au17lonzation h.a-s been obtained that the appropriate adversE 
fe<le ral FairCre<it ~eporting Act 15 U.S.C !l§ 1631 et•eq 

Selecl Reference Code • 

Email 

Criteria: Select Searches 

Package Selection: 

Drug Test .... 



Next, select a specific Drug Test type, 
and a Reason for Test.  This will then 
generate an email to the applicant, 
who can then continue the scheduling 
process. 

Scheduling the test 
The applicant will receive an email prompting them to click scheduling link in order to schedule their 
drug screen.  The email will contain instructions on when this must be completed, based on the 
expiration dates defined within the package ordered. 

Clicking the Schedule link in the email will take them to the scheduling wizard. 
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Criteria: Select Searches 

Package Selection: 

Order Individual Searches 

PoP<J ate Searches With Past Address Histocy 

Sin!e order configuration for use 11 future orders 

Coi. t Cr fTl ra Ot e Pi.b c Reccrcs Searc 

"s,art at era Cr r. ra Sea·c'l 

:iast "dd ess ~ sto 

Feaera C m a Other PJO c Reco ds Sea ct> 

0 Drug Test-5 Panel (LabC-orp) 

Donor will sclledule " 
Pre-Employment " 

if §!-.I,,: 'ii 

u •• I• YO UR SCREENING ORDER HAS BEEN CONFIRMED Mossag• (HTML) = @I 

Message 

From: 

To: 
Cc 

doNotReplyC 3saoen.com 

support@3saeen.com 

Subj•ct YOUR SCREENING ORDER HAS BEEN CONFIRMED 

I John Doe, 

Sent: Thu 11/29 

You have received this email because S2Verify requires you to complete a drug screening at a location that you can 
choose from the link below. The screening musttake place before 12/03/2018 at 11:59PM Pacific Tune. 

Click this link to choose a location and schedule your test: Schedule 

Once you have scheduled the screening, please call the ening facility to confom operating hours. 

Please ensure that you disable any pop-up block n your computer before accessing the scheduling website. 

n'o 

r.'o 

n•o 

1 Sefected info 

,. 



The wizard will display a list of available collection sites, filtered to display sites that are in the network, 
that are able to perform all tests requested in the package, and that are within a pre-set distance from 
the starting address. The applicant can select one of the sites, or they may choose to input an alternate 
starting address. They can also look up the operating hours, and driving directions for any of the listed 
collection sites. 

The user selects a site and hits ‘Next’ to proceed: 

The user is then shown a calendar displaying the days that the collection site is open, up until the order 
expiration date: 

PAGE 16 Ordering Manual 

W~John Doe Case#: 2012112910004 
Reason for Test PRf· EHPI..OYHENT 

Step 3 of 5: OW>Ose Colecbon Site . 
A 

Choose Your Collection Site -
Below Is a hst of Colled:1on Srtes available in your area. Please dtdc on one and then chck the Next :>utton. Please contact our customer serv,ce center at 
877-565-7300 with the case:: 2012112910004 If you are unable to complete the scheduling of your drug test. 

Starting Add~s 

@ Particif:)ant Address: 1708 W 6TH ST, AUSTIN, TX 78703 
We:kome: John Doc to the sdcdu lin,g 
site for 

Alte:mative Address 

5E! Address: Address 2: 
t 

C<y: State Zc,: S2VERIFY ---- ~ 

V 

Add location .... tf you wish to edit v•ur starting ~lion, pkase enter a new address above 
and dick "Add location." 

Lab Slel\ame Addreu Cly Stale z;, Distance Hours Di'ections 

LabCo<p Labcorp 711 W 38TH ST Sufe B-2 AUSTII TX 78 ... 2.35mies l1ol!!l l2lli!!1!!l 
Quest QUEST otA.GflOS ... 901 W. 38TH STREET, SUITE . AUSTII TX 78 ... 2.35 mies l1ol!!l ~ 
Quest ON STE TESTtlG 4303 VICTORY DR STE 100 AUSTtl TX 78 .. 3.-42mies l1ol!!l =- -
Quest QUEST O\AGNOS ... 1221 W BEN W'ttlTE BLVD S ... AUSTtl TX 78 ... 3.5-4 mies l1ol!!l =-
LabCo<p Labcorp •207 JAMES CASEY ST STE . AUSTtl TX 78. 3.67~ l1ol!!l l2w!!o!!I &. 

Quest QUEST DlA.GNOS .. . 11671 JOLLYVI..LE ROAD AUSTI-, TX 78 ... 9.79 mies Hours p.-ections 

Quest EXAMONE...AUSll-l 2013 W£LLS BRANCH PARK AUSTI-, TX 78 11 97miles t!.2ll!1 .Dlli1!2!!..I 
LabCorp LabCOfl) 901 ROUND ROCK AVE STE .. ROUUDROCK TX 78 ... 16.78 mies t!.2ll!1 ~ 
l'IElfflll\ EMSI...AUSll-l 900 ROUNOROCK AVE. ROUND ROCK TX 78 ... 16.87 mies Hours p.-ections 

Quest QUEST OlA.GNOS .. . 1 CHISHOLM TRL BLDG 1 ST ..• ROUND ROCK TX 78 ... 17.0 1 mies t!.2ll!1 l1Go!i!>l!I 

Next> 



The applicant will select a date, and hit the next button. The system will then display a confirmation 
screen, showing the drug test information and selected collection site.  The applicant will then press 
"Confirm Request" and the order will be sent to any vendors or labs as necessary. The system will then 
display the Donor Pass as a PDF, which can be printed or saved:
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Schedule Your Test Date 

Please click a date below to schedule a test date and then click the Next button. 

Test Dat e 

•· November T -• 
SMT W TFS 

~ 30 

John Doe your scheduled order w iff expire 
on 

Monday December 3, 2018. at 11'59 PM 
Pacific 

Orde:r Details ,_ X ~ 

5E! 
S2VERIFY 

13SCREEN 
ORDER CONFIRMATION 

~~Quest 
~ Oiagnosti~ 

PLEASE TAKE THIS PAGE WITH YOU TO THE SPECIMEN COLLECTION SITE. 
YOU WILL BE REQUIRED TO PRESENT A GOVERNMENT ISSUED PHOTO ID. 

If you are~ able lo prinl !his, make sure IO record lhe following order/ registration number and bring It with you to your selected 
collection site. 

Your order / registration will expire on March 27, 201•, at 11:59 PM Pacific Time. 

TEST/ SERVICES INFORMATION: 

Service: URINE 

A<:co<lnt 
Order/Registration Number. 

Order Numbef'. 

lab Name: 
Panel Code: 

10186023 

7673S.O 

Quest Olagnosdcs 

35190N 

COLLECTION SITE: 

Test Reason; Pre-Employment lllllijlHI 

PLEASE CALL THE COLLECTION SITE TO CONFIRM OPERATIONAL HOURS. 
ARRIVE ONE HOUR BEFORE CLOSING TIME TO ENSURE TESTING CAN BE COMPLETED. 

QUEST DIAGNOSTICS-MARIETTA Sunday Monday Tuasday Wednasday Thursday Friday 

790 Church SI Open Closed 1.00PM 1.00PM 1:00PM 1:00PM 1.00PM 
STE 200 Close 4.00 PM 4.00PM 4:00PM 4:00 PM 4.00 PM 
Marietta. GA 30060 Lunch Closed Closed 
PH: 866-697-3378 

Closed Closed Closed Closed 

FX: 770-426-9342 

Saturday 
Closed 

Closed 



Viewing Order Statuses and Results 
Once the order has been placed, the user can view the order status and any results via the "Report 
Management" tab in the system. 
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Applicant: Detailed View 

Sample Last Name, Sample First Name 

SSN -•• ... ••­
DOB: nr•ru• 
Ema~: sarroleemail@samole com 

Phone .• .,. *•• ...... 

0 REPORT ACTIONS 

V1EW 

Ordered: 06-06-2019 
In Progress 

[)n,g Tn t-5 P..el (1.~bC«p) {Mr Hotn) 

Sctt.duled · 06/07/2019 

otdermore 

re--1erHnthls applicam 

crut• forml9 

Done 

0 • 

-
Drug Test-5 Panel (labCorp) 

Detail~ Pre-Employment 
In Progress 
Status request 



REPORT MANAGEMENT 

Dashboard and Report Status Icons 
On the homepage or in “Report Management” you'll see a listing of statuses and number of applicants in  
each status. 

Just click the appropriate icon, and you'll get a list of all the applicants in that status. Here's a brief  
explanation of each status. 

In Progress:​ The applicant still has one or more searches that have not been completed. This way, you can 
keep track of an applicant in real time, even if there are a few searches still pending. 

Completed:​ The applicant's background check is completely finished. You can leave an applicant in this  
status as long as you like; eventually, you should move completed applicants to the Archived category as 
explained next. 

Archived:​ You can move Completed applicants to the Archived category once you no longer need to  actively 
monitor their background check. By doing this, you can use the Completed category more effectively to 
monitor recently completed applicants. 

Needs Attn:​ This category conveniently shows only applicants that have either 1) an unread status update, 
or 2) missing information that you need to supply. We recommend that you use this category frequently, as 
it allows you to more efficiently monitor applicants.

Discrepancy:​ This category shows you all candidates that have a criminal record, unverified school or  
employment record, or positive drug test. In other words, you can quickly access applicants that may  
require adverse action using this category.  
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ACCESS YOUR REPORTS 

In Progress Completed 
(83) (16) 

SwiftHire 
(37 / 90) 

Archived 
(0) 

Needs Attn 
(0) 

Review 
Needed 

(4) 



Notification Icons

The blue envelope icon indicates that you have not yet looked at this applicant. Once you click and view 
the applicant, the icon will disappear. 

The green bubble means that there is an unread status update. Applicants with this icon will show up 
in  the Needs Attention category. Once you view the applicant and read the status update, the icon will  
disappear and the report will no longer display under Needs Attention. 

The yellow magnifying glass icon indicates a search needs to be reviewed. This could several different  
things, such as a criminal record, unverified school or employment record, or positive drug test. Any  
applicants with this icon will show up in the Review Needed category. You can review the specific item by 
clicking the icon or the applicant name; see Managing Applicants for more information. 

Next to each applicant, you'll also see a status bar, which shows you how many searches are completed  
for that applicant's background check. The status bar is updated in real time, so you can check online any 
time you wish. If an applicant has a complete background check, the report will move to the completed 
category. 

Sorting the applicant list

Each column heading in the list of applicants can be clicked once to sort by that column, or clicked  twice 
to reverse sort by that column. By default, the list is sorted by applicant name, but you can sort by  
which applicants are unread, which applicants have discrepancies, and so on by simply clicking 
the appropriate heading.  
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• 

Applicants: In Progress 

I ... . ~•u~, 
Borz, Test02131636 

Boyko, Brian 

Bro, Test02211307 

r.K I n11i~ 

DATE ORDERED 

02/13/2018 

11/02/2017 

02/21/2018 

O!l/::\0/?017 

STATUS DONE 1.3 I@ 
0of 13 

0of4 

• 1 of 11 - ?nf !l 
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Report Options

At the top of the page, you'll see the report summary, with the main information on the applicant, the  current 
status (In Progress for the sample above), and the report progress bar and iconic notifications on the right. 
(See Icon notifications under Finding an applicant for details on what these icons mean.) 

View Report Options: This ​  link is just under the DOB in this top summary. You can click this link to open up further 
options as shown below: 

View Report: This link does the same as clicking the applicant name or status; it brings up the complete report in a 
separate window for viewing. You may also click the applicant's name or the status.  

Print Report: This link also brings up the complete report, but in addition, it will automatically initiate  printing of 
the report and allow you to choose a printer like usual. (If you want to print the report but you  used the view report 
link, just press CTRL+P on a PC or Command+P on a Mac. This works for any web page.) 

Order More:​     Click this link to order more searches for this applicant, which will become part of the same report. 
For example, you can use it to order a pre-adverse action letter for an applicant who failed their background check.

Re-Screen this Applicant: This link allows you to order an entirely new copy of the same report for this  
applicant, and it auto-fills all the information. That way, you can run all the same searches again, or you  can 
remove or add searches as you see fit (as explained in Enter details under Ordering a report). 

Upload Document(s) for this Report: Use this link to upload any documents needed to process this applicant. 
For example, if the report requires a release form, and you did not upload the release form during the 
screening process, you can do so now. 

Search Options

Below the report options, you'll see a listing of all searches that are part of this applicant's report. 

Next to each, you'll see icons that show whether the search has a discrepancy, an unread status 
update, or  needs your attention due to missing data (as explained in Icon notifications under Finding an 
applicant). 

To the right of each search name is a box that may or may not contain a check mark. 

If the box contains  a check mark, then the search has been completed; if it does not, then the search is still in 
progress. 

You can click on any search name to bring up details and options in the right half of the screen. 

For example, if the search has a record, you'll see a Record link. You can click this link to bring up the details 
on that search from the final report - not the whole report, but just the portion that pertains to this    search. 
This way, you can quickly see the details of the search without scrolling through the entire report.



Status Request 

If the search has the Needs Attention icon, then you'll see a request for missing information in the Notes  
section at the bottom left after you click that search. The status request can be used to send messages to 
your background check provider over a particular search. 

Uploading Documents 

You may upload documents at anytime during the ordering process, or after using the “add document”  
feature on the search details view: 
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Request Status 

County Criminal 

Details: Hays, Texas 
In Progress 
Status reques~ 

Enter a note if you wish to request the status from Background Checks I nc .. 

SEND REQUEST 

Select a message if you wish to request the status from the researcher direct ly. 

IWiiB❖ifii 
;) 

County Criminal Documents 

No Documents 



Archiving Applicants 

If you bring up all completed applicants, for example, you'll see check boxes along the left allowing you to quickly 
archive one or more applicants. (These check boxes will only show next to completed applicants, since you can't 
archive an applicant still in progress.) 

Just check off the applicants you wish to archive, and then click the button at the bottom. 

If you wish to archive all completed applicants at once, click the Archive all link next to the Completed category. 

You may also “archive all” reports using this on the completed icon: 
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FINDING AN APPLICANT

Quick Find
You can use the Quick Find, located at the top of almost every page. Just start typing the first few letters of 
the first or last name, and the system will suggest a list of matching applicants. 

Advanced Search

If you need to search for 
applicants by date of birth, 
social security number, date 
ordered, or any  combination of 
factors, you can use the 
Advanced Search, which is 
linked at the top of most pages 
(next to the Quick Find) as 
shown below.

Johnson, Test02121604 

Johnson, Test02061653 

VI-All 

Advanced Search 

BY APPLICANT 

Last Name 

First Name 

SSN 

Date /of/ Birth 

02/12/2018 

02/06/2018 

Find an Applicant? 

BY ORDER 

Search Number 

Ordered /After/ Date 

Ordered / Before / Date 

All Search Types 

All Packages 

Client Reference 

SEARCH 

I Meets qualific ... 

1 • 8 of 16 Fwst I PreV10Us I Next Last 

Completed (16) 

Archive all 

OPTIONS 

BY USER 

All Users 

_J 
Check all 

IHI t1¥iiiH+E 

X 



Ordering Manual  PAGE 24 

Managing Applicants
There are several ways to manage applicants in your online screening portal, including viewing complete  
reports, requesting status updates, archiving applicants, and ordering more searches. To begin managing 
an applicant, simply find the applicant you desire (as explained in Finding an applicant). 

Here's a typical detail window - in this example, for an applicant still pending completion. 

Applicant: Detailed View 
Back to list Previous Applicant Next Applicant 

Berngen, Eric 

SSN: 123-45-•••• 

DOB: 10/28/" ... 

Email: ebergen@company.net 

Phone: 555-555-5555 

0 REPORT ACTIONS 

0 VIEW ACTIVITY HISTORY 

VIEW 

view reports 

print report 

0 VIEW DOCUMENTS 

Search Types 

Education Verification - Some school 

Sex Offenders - Tennessee 

SEND 

e-mail report 

Employment Verification - Random Name 

County Criminal - Davidson, Tennessee 

Past Address History 

Federal Criminal - Tennessee Middle 

Statewide Criminal - Tennessee 

Education Verification Documents 

No Documents 

Education Verification Activity History 

No Activity History 

Add doc 

Ordered: 08-23-2017 

In Progress 

OTHER 

5 of 7 Completed 

ORDER 

on:ler more upload document(s) ror this report 

re-saeen this applicant 

create form 19 

Done 

✓ 

✓ 

✓ 

✓ 

✓ 

< Education Verification 

Details: Some school 

In Progress 

Status request 

Education Ver1flcaUon (My Notes) 

No Notes 

Add note 

~ Unread O Status Update A Needs Attention fiJ Review Needed ~ Archived 
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Pre-Adverse Action Letters

Order Report Report Management My Account 

Applicant: Detailed View 
Bade to List Next Applcatt 

In Progress (0) 

Bryan, Robert 

SSIII: 461-27•"" 
DOB: 11/2:ir-• 

0 REPORTACTIOHS 

VIEW 

view MportS 

pMtreport 

mark 111read 

ard,Ne lhd report 

S.arch Types 

Pu t Address HtStory 

Select the applicant from your Completed folder, and 
click "Order Pre-adverse/Adverse Action Letter" ~ 

Completed (5) 

SEND 

&-mal ttipOtt 

Ordered: 1 Q.26-2018 

Complete 

ORDER 

0o .. 

OTHER 

Past Address History 

Details: None 

Complete 

Order Pre-adverse or Adverse Action Letter 

1 of 1 Completed 
8 
0 
ct 
a, 

SwiftHi"e (0 / 0) 

Archived (1) 

Needs Attention (0) 

Review Needed (1) 

0 VIEW OPTIONS 

O Re-Screening • 

Applicant: Deta 
SELECT A LETTER In Progress (0) 

Bryan, Robert 

SSN: 461-27•" .. 

DOB 11/23/"" 

0 REPORT ACTIONS 

VIEW -­pnnt1-,o,1 

mark urwead 

archrve tt\i:s report 

SurchTypeo 

PHt Addr9as His10f')' 

Adverse Action Letter •Standard 
Cail1fornia Adverse Action 
C3Jifomia Pre-Adverse 
MA, MD, OR, PA, TX, WA 
MA, MD, OR, PA, TX, WA, Ill. 
New York Adverse 

Completed (5) _ .. 
Sw1ftHire (0 / 0) 

New York Pre-Adverse 
Pre Adverse Action - Standard 

JUl'fSdlctJon to tJ\e applicant to be i 

Select the appropriate Pre-Adverse Action Letter, 
based on the applicant's geographic location. 

-~----------·- -....... 
Dono 

PHI Addre11 Hl1tory 

Details· None 

Needs Attention (0) 

fl Review Needed (1) 

0 VIEW OPTIONS 

0 Re-Screening • 

--~-~-----------------------Complete ________________________ ~ __ _. 
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Order Pre-adverse or Adverse Action Letter 

Applicant: Deta 
SELECT A LETTER 

Bryan, Robert 

SSN· 461-27-""" 

006:11/231"""" 

0 REPORT ACTIONS 

VIEW 

vlewrepons 

pn .. ..,,.., 

ml!lfltunrud 

arc::twe thil report 

Search Types 

PHI Addrus H11loty 

catifornia Pre-Adverse 

Some states or cities require an empk)yer to complete additional form(s) and confirm that the applicant has 
received the form(s) before a pre-adverse action letter is sent. For example, Los Angetes requires an 

employer to share with the applicant the CA FCIHO form. 

O nfirm that I will complete and send any addrt1onal documcnt(s) or form(sl required by my 

sdiction to the applicant to be in compliance 

.R'l 

Check the box confirming you will provide any 
additional required documents, then select "Confirm" 

.. . 
Deta•ls· None 
Com lele 

Profile: My Documents 

TIii D T De rl f . . 

In Progress (0) 

Completed (5) 

An:ttiYeal 

SwiftHire (0/0) 

Archived (1) 

Needs Attention (0) 

Review Needed (1) 

TIONS 

creening • 

D t 

New Hampshire Statewide Criminal Release 
Form 

Copies of the NY/CA Fair Chance forms can be found 
in the My Account tab, under My Documents 

MyAco::ulllnfo 
MyR-.itts Delivery 
MyPauwoo:I 
Company Info 
Reference 0p11on1 

~ 
PSP Disclosure and Authorization 

Virginia Statewide Consent Form 

Puerto Rico MVR Release Form 10.17.2016 

Credit Report Flelds Key 

PA MVR Release & Instructions 

Cok:>rado Worker's Comp Release 

Kansas Workers Comp 

SSA-89 

Caltfomia Fair Chance Initiative For Hiring 
rdinance (FCIHO) 

New York Fair Chance 

FCRA Summary of Rights 2018 

Standard 

Standard 

Standard 

Standard 

Standard 

Standard 

Standard 

Standard 

Standard 

Standard 

T • • 03/ 3/20 2 I§ User Info • 

MUST BE NOTARIZED 03/24/2016 

10/17/2016 

03/29/2018 

07/20/2017 

10/13/2017 

10/13/2017 

SSA-89 03/29/2018 

10/01/2018 

10/01/2018 

10/01/2018 
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Applicant: Deta 

Bryan, Robert 

SSN· 461-27-"'' 
DOB: 111231""' 

0 REPORT ACTIONS 

VIEW 

view report8 

prlntni,por1 

markunroad 

archivethisrepon 

Seor<:h Types 

Pest Addr"-' History 

Order Pre- adverse or Adverse Action letter 

We've pre-populated the letter content for your convenience. You can edit the content of this letter to 
indude an individu;)I assessment or .add in custom content Please understand t hat it is your responsibility 
to make sure your custom content is compliant to your Jur1sdiction's employment laws. 

Letter Content 

You recently authorized a Sande CoRl)ct'IV XfZ. to obtain consumer reports and/or 
investigative consumer reports about you from a consumer reporting agency. The 

Company is considering taking action in whole or in part based on information in such 

report(s), including the following specific items identified in the report: 

[Identify specific ltem(s) here] ~ 

.... . ................... . 

Completed (5) 

Archive all 

Swif!Hire (010) 

Archived (1) 

Needs Attention (0) 

· If necessary, scroll down and edit the letter by adding any 
Enclosed please 

Alpharetta, G 
Summary of Yo 

Article 23-A of 
Jersey Law, (5) 
Company's Bae 

additional information required by law, then select "Order Letter" 
to add the letter to the completed report 

I t I I •• ' ~ I " • ' t " • t I • , I • I • ~ ,.- • 

fnr rnrrPrlinn .'1 rrimin;::,f RPrnrrl in M~c;:c:;::irh11c:Pttc: :.WOPTIONS 

Please understcmd this content will tie not saved: we will include a copy of this 1n the fioal repofl 

Re-Screening • 

-

Applicant: Detailed View 8 In Progress (0) 

Bryan, Robert 

SSN: 461-27--• 

ooe· 11123r-.. 

0 REPORT ACTIONS 

VIEW 

v1ewreport1 

pnnt repM 

"'""'"""""' archlYet.lwreport. 

Past Address History 

Once the letter has been added, select "email report" 

Qnl8(ed: 10-2&-2018 

Complete 

ORDEII 

order more 

1 ol 1 C<impleted 

0'114Ell 

re-screen lh• llppllcent 
t4)lood -•)for ... -
OrdM Pre-adver,e/Adverse ~ 
Lott0< 

Dono 

Past Address History 

Details: None 

0 Completed (5) __ ,. 

e Swif!Hire (0/ 0) 

e Archived (1) 

- Needs Attention (0) 

ct Review Needed (1) 

0 VIEW OPTIONS 

,.. 
'11,J Re-screening • 
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Enter the applicant's email address and select "SEND E-MAIL" button. A copy of the letter & report will be sent 
to the applicant. 

Send report on Bryan, Robert via email 

E-mail address: 

SEND E- MAIL 

Note: To send report to more than one email ad ess, place a semicolon(;) between the email addresses. 
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Adverse Action Letters

Baek i> Ust Next Ai>Pk:ant 
My Reports 

Applicant: Detailed View G 
G 
e 
e 

In Progress (0) 

Bryan, Robert 

To send an Adverse Action Letter, select "Order Pre-adverse/Adverse Action Letter" 
again from the Detailed View. 

0 REPORT ACTIONS 

Comple1ed 

SwillHire 

lvchived 

(6) 

(0/0) 

(1) 

VIEW SEND 

&-mail ,epat 

ORDER OTHER - Needs Attention 
view reports 
p~nt _, 

mi:!1111:umtad 

archl~ thistefl(tt 

(s VIEW DOCUMENTS 

DOCUMENT 

Robert lkyan • 2503016 

Past Addr .. History 

DESCRIPTION 

Order Pre-adverse or Adverse Action Letter 

-
)eta 

L 

SELECT A LETTER 

Adverse Act,on Letter •Standard 
California Adverse Action 
Cahforn,a Pre-Adverse 
MA, MO, OR, PA, TX, WA 
MA, MD, OR, PA, TX, WA, Ill. 
New York Adverse 
New York Pre-Adverse 
Pre Adverse Action - Standard 

Jmsa1ct1ooto~«:3nt to oe 1n c0mp11ance 

-

Done 

u~d dO@JawntCS) rec IDls roport 

DATE ADDED 

10/2&2018 

ADDED BY 

Past Address History 

X 

- Review Needed 

0 VIEW OPTIONS 

0 Re-Screening • 

Ret"m to Admin Sie Logoul 

Completed (6) _.,, 

Sw1f1Hire (0 / 0) 
'------'Vl'-""WU• tO-C~lo-----------

Co~!e 

SEND 

•~•• repc)tl 

...... -~--~" 

leted 

Select the appropriate Adverse Action Letter from the 
drop down menu, based on their geographic location. 

it.] 
r•screen th• applicant 

- Review Needed (1) 

0 VIEW OPTIONS 

QAIE.AQDED,_~ __,,..0.£Qa..._ _____ :_-:_-------:_-:_-:_-:_-:_-:_-:_-:_-:_-:_-::_~ 

NCt'M al 

(0) 

(1) 
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Order Pre-adverse or Adverse Action Letter 

Applicant: Deta 
SELECT A LETTER 

Bryan, Robert 

SSN: 461 -27•·• .. 

DOB: 11/23r'" 

0 REPORT ACTIONS 

VIEW 

view reports 

print report 

California Adverse 

Some states or cities require an employer to complete additional form(s) and confkm that the applicant has 
received the form(s) before a pre-adverse action letter is sent. For example, Los Angeles requires an 
employer to share with the applicant the CA FCIHO form. 

O nfirm that I will complete and send any additiona l document(s) or form(s) required by my 
sdiction to the appliG1nt to be in compliance 

QUW"f4~~~-----­
Letter 

In Progress (0) 

Completed (5) 

ATchlve all 

SwiflHire (0/ 0) 

Archived (1) 

Needs Attention (0) 

mark unread 

archive ltli$ report ,(i;'l 

Check the box confirming you will provide any 
additional required documents, then select "Confirm" 

eview Needed ( 1 ) 

Search Types 

Past Address Hiato,y 

Applicant: Detailed View 

Bryan, Robert 

SSN: 461-27•" " 
DOB: 11/23/'"" 

0 REPORT A CTIONS 

VIEW 

v,ewreports 

pnnlr...-,t 

SEND 

Ordered: 10-26-2018 
Complete 

ORDER 

.. . 
Details: None 
Com lete 

OlliER 

811c:t 10 List Next Appk.anl. 

1 of 1 Completed 

uplOad doaamenl(s) fo, tn.s f9l)Olt 

Onilt Pr9-edy.,..-Mvert,e Ac:bon 

TIONS 

creening • 

My Reports 

8 In Progress (0) 

0 Completed (6) 

8 SwiftHire (0/ 0) 

8 Archived (1) 

- Needs Attenlton 

mafk unreElld 

archiwh1 report 
Once the letter has been added, select "email report" 

@) VIEW DOCUMENTS 

DOCUMENT 

Robert Br,•n. 2503018 
Rohen 8'ya,, • 2503016 

Search Types 

Put AddNH History 

DESCRIPTION 

AdvetH Acboti Letter 

Pre,.AdYene Action Lettar 

Done 

DATE ADDED 

1Ol'l9l2011 

1006/2011 

AODEOBY 

Past Address History 

0 VIEW OPTIONS 

O Re-Screening • 

,.,._ .. 

(0) 

(1) 
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Enter the applicant's email address and select "SEND E-MAIL" button. A copy of the letter & report will be 
sent to the applicant. 

Send report on Bryan, Robert via email 

E-mail address: 

SEND E-MAIL 

Note: To send report to more than one email ad ess, place a semicolon (;) between the email addresses. 

My Reports 

Applicant: Detailed View 
Back to List Next Applicant 

In Progress (0) 

Bryan, Robert 

SSN: 461•27•m• 

DOB: 11123r"" 

0 REPORT ACTIONS 

VIEW 

v1ewre,ports 

print report 

mafk unread 

ardiive this report 

~ VIEW DOCUMENTS 

DOCUMENT 

Robert Bryan• 2503016 
Robert Bryan • 2503016 

Search Types 

Past Addregg History 

SEND 

Completed (6) 

A SwiftHire (0 / 0) 
Ordered: 10-26-2018 V 

RMlliilllldll ''' 

DESCRIPTION 

Adverse Action Letter 
Pre--Adve<se Action Letter 

ORDER 

Done 

DATE ADDED 

10/29/2018 
10/26/2018 

OTHER 

lJl)load document(s) for ttug re,port 

Order Pre.adverse/ Adverse Action 
Letter 

ADDED BY 

expressdemo 
expressdemo 

II!". ~ Past Address History 

e Needs Attention (0) 

Review Needed (1) 

0 VIEWOPTIONS 

O Re-Screening • 



MANAGING YOUR ACCOUNT 
To access your account settings, just click the   My Account tab in the upper right corner. Then you can use 
the links along the right to find the section and page you're interested in. Each is explained below.

Profile

There are up to five different sections you can access under the Profile section; each is a separate link on 
the left-hand side. Each link is explained below. 

My Account Info 

This section allows you to update basic profile information about yourself, including: 

● User Information:  You can update the name, phone number, and main email address for your
account. This may affect the header on your applicant reports. Note that you cannot change your
user ID that you use to log into the system.

● User Options: If you are an administrative user, you can add and remove your own user
permissions here. If not, you'll need to ask your main administrative user if you need access to a
new feature.

● Screening Statistics Report: Choose how often you'd like to receive the Screening Statistics
Report via email. You can also run this report any time for any time period as explained below.

My Results Delivery 
Use this link to change how you receive system notifications, as well as how often you receive them. 

Communication Method: ​ Choose how you want the system to send you reports and notifications. You  
can choose Email, Fax, Email & Fax, or Online Only (meaning you get no notifications at all from the  system 
and must check online for notes and results).  

Result Delivery Timing:​  These options allow you to choose how often the system sends you notifications 
about reports. 
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Mome Order Report 

User Information 

User ID: n •--649·8282 

Report Management My Account 

=--

• Reqund or Ima.lid f'ield 

My Account Info 

MyResuttsDelivefY 
lrdy- Password 
Company-Info 
Refereoce O()tions 
Reie<;tionO()t~s 
Uy Documents 

~ '·--- •-•- . 



● Send Immediately: You will get an update each time a search is completed for an applicant. That
is, if one applicant has 6 different searches, you'll get up to 6 different emails - one each time that
one or more searches is completed.

● When Report is Completed: You will get an update when the entire report is complete for the
applicant. This is the most common setting.

● Batch Searches: If you order a lot of searches, you can receive updates every two hours when
searches complete. Any searches that have been completed since two hours ago will be sent to
you in a single email.

● Batch Reports: This is just like the previous option, except that you will only get an email if one or
more reports were completed in the last two hours.

● Online: You will not receive any notification when searches or reports are completed. You will,
however, receive notifications of updates or items that need attention, assuming you choose a
communication method other than Online Only.

My Password 
Access this page to update your password used to access your client portal. Just enter your old  
password, then enter your new password twice to confirm. Once you press enter, your password will be  
changed the next time you log on. 

If you don't remember your password, you can use the Forgot Password? link on the client portal login  
page to retrieve it.

Company Info 
You'll only see this link if you have administrative access. You can use it to modify the company name,  
email address, address, and fax number that normally appear as the return address on your final 
reports. In addition, you can modify the accounting email and accounting fax which are used to send 
you  invoices. 

Reference Numbers 
This tool allows you to set references that you can choose from during your ordering process to help 
you  track your orders. If reference options are added, you will have a selection box on your ordering 
page  containing all the options below. 
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My Documents 
 You can access any documents we have made available to you from this page, securely and  
conveniently. Just click any document link to download it to your computer.  

Profile: My Documents 

Tltle 

Standard Consent Form 

Required Doc 2 

Doc Type 

Standard 

Standard 

Description Date 

03/30/2018 

03/30/2018 

0 LO Profile • 

My Acoount Info 
My Results Delivery 
MyPauwo<d 
Company Info 
Refefence Options 

R-Opllon, 
My Documents 



 User Info 

Here, you can choose which permissions to give the new user, including: 

● Active: You must check off this box to enable the user to log in.

● Administrator: If you check this box, then the user can do everything you can do in the client
module, including:

○ Change his/her own user permissions
○ Add other users and choose their permissions
○ Change contact info and permissions (but not passwords) for current users 
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Only administrative users see this section, which allows you to create and modify other users. 

My Documents
You can access any documents we have made available to you from this page, securely and conveniently. 
Just click any document link to download it to your computer.  

Add User 
Click this link to create a brand-new user on the system - for example, if you hire another person in HR who 
will order or manage reports. You will need to fill out a user ID (which must be at least 6 characters with 
no spaces) and a password (which must be at least 6 characters including at least one number, and 
no spaces) for the user, along with a contact name (first and last), phone, and email. 

User Options 

User Options 

a, View Other Users' Reports 

a, View Pricing 

a, Display Report Box 

for All Users' Reports 

U Voew Accounting 

Restrict Results Viewing 

Restrict Ordering 

U Screening Stats 

a, Change Grade 



● View Other Users' Reports: Check this box to allow the user to
view not only his/her own ordered reports, but also reports
ordered by other users.

● View Branch Reports: If your company manages branch
locations through your client module, check off this permission
to enable the user to see reports from branches as well as
his/her own reports.

● View Accounting: Check this box to allow the user to view and
print invoices through the Accounting link under the ​My
Account ​tab in the client module.

● Display Applicant Box for All Users' Reports: If you check this box, then the user will always see all
users' reports, not just his/her own, by default in the Screening Status Box in the client module.
Leave this box unchecked to allow the user to see only his/her own reports by default, with the
ability to change that when desired.

● Order for Branches: If your company manages branch locations through your client module, check
off this permission to allow the user to place orders for branches of his company.

● Restrict Results Viewing: Leave this  unchecked  for most users. If you check this option, then the
user  cannot  view the detailed results of any reports. He/she can view the summary and status of
reports and searches; however, the view report and print report links are removed.

● Restrict Ordering: Leave this  unchecked  for most users. If you check this option, then the user
cannot  order reports at all. Checking this option disables the  Order  tab at the top, as well as the
add searches to this report link that appear on reports in the client module.

Add Branch User 

Here you have the same functionality of adding a user, but now you can assign this user to a particular branch.

Edit User 

Click this to bring up a list of all other users in your client portal. You can then click and edit any of these users, 
using the same fields described above under Add User. 
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• 
• 

Needs Attention (0) 

Review Needed (4) 

i VIEW OPTIONS 

My Reports 

All Users' Reports 



Accounting
This section allows you to view and print past and current invoices, paid or unpaid, using the Invoices link. 
This way, you can securely retrieve any invoice you need at your convenience. 

Pricing, including court & state fees

You can view both overall search costs and state- or county-specific search costs using the My Prices link. 
Also, you can review court fees for various search types and locations using the Court Fees link.  Either link 
displays a simple table of prices for you to review or print.  Navigate to "My Account" and select "Pricing." 

When your order costs a bit more than the package price agreed upon, it is the result of one of these two things 
(and sometimes both): Additional Court Fees or Alias Names

*Court fees differ from state to state/county to county (a comprehensive list can be found in “My Account”)
You can see if your order has additional court fees by clicking on the county/statewide search.

The second possible reason your package might cost more is an Alias Name. It might be a maiden name, for 
example. When you run a past address history, it automatically populates alias names. You will be charged a 
fee for each name you run a search on.

Reports 
From here, you can click Screening Statistics to run a statistics report for your company for any date range you 
choose, as shown below. 

Just pick a standard date range, or choose Custom Date and enter any two dates you wish (in mm/dd/yyyy format). 
When you click, the system will create a statistical report showing all kinds of data  from the date range in question. 

Remember that you can also have this report automatically compiled and sent to you at your convenience using My 
Account> Profile>My Account Info. 
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Home Order Report Sw1ftH1re Report Management 19 My Account 

• Requi'ed or tnv-altd Fidd 

ify.com 

Bo Profile . 

My Account Info 

My Resurts Delivery 
My Password 
Company Info 
Reference Options 
Re1ection OpUons 
My Documents 

I!]] - User Info • 

~ Pricing • 

~ . Reports • 

[§ User Info • 

~ Pricing • 

My Prices 

CourtFees ~ 
Country Fees ~ 

~ Reports • 
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