Sterling

Volunteers

Kentucky Extension Screening User Guide

Step 1: Enter SSN.

Log in to your Screening Direct account.

1. On the Screening Direct homepage, enter the candidate's Social Security Number in the SSN
field. Click Go.

SCREENING ASSESSMENTS DRUG TOOLS POSTHIRE DOCUMENTS REPORTS

Screening» Admin @ Sterling Volunteers
Workflows In Progress E-Invites Not Awaiting/Missing Unread Order Managed Adverse Draft - Not Yet
Started (24 Hours) Info Notes Action - In Process Submitted

Create/Edit Background Check E-Invite Applicant to Background Check

SSN Go

E-Mail Address Invite

Step 2: Create New Background Check

1. Choose the Job Title. On your live account, it should show there a job title for “Volunteers”

which will be linked to your Child Abuse and Neglect checks. Enter an email address for
“Completed Report To:” and “ETA Send To: notifications.

Create New Background Check 934-54-7784

Order Options

Step 10f3
* Bill To Sterling Volunteers [L]
* Job Position @Al Positions(CMost UsedCDepartment_Create New Position
<select Job Title>
* Screening Package | <Order A'la Carte>
Bill Code
Current Employee []

v]

v ]

[]Did applicant request a copy of his/her report?
(By ing yes, you are r

Sterling to send a copy of the report to the applicant ($3.32 charge))

Msena me

com) C Report and ETA

Completed Report To:
(one address per line)

(Do not inciude non-employees of your company. uniess the applicant has consentad)
ETA Send To:
(one address per line)

Considers Send To:
(one address per line)

VV Client ID
VV Client Name
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2. Enter the candidate’s information. You may only need to enter those required fields only.

Create New Background Check 934-54-7784

Applicant Information Step20f3

Please confirm all of the information about your applicant

Auto-Fill Name |<se|ect aname to populate fields belovi>| v |
* Last Name
* First Name

*Middle Name [INo Middie name provided by applicant
Suffix
Gender OunknownOMaleOFemale

* Date of Birth : Follow format (MM/DD/YYYY) Cean applicant to obtain DOB
Day Phone
Email Address A Itis recommgnded that y0|‘1 provid.e an email addre.ss so that Sterling Talent Solutions
can ly with the if Yy
Drivers License <state>

Last Name on Drivers License
First Name on Drivers License
Middle Name on Drivers License
Auto-Fill Address |<selec1 an address to populate fields below>
Country United States
* Current Address Street Address
Enter a location
City State Zip #Years

<state> Unknovm

3. Verify address history. Should there be no necessary updates, you may click on “Draft Order”.

Create New Background Check 934-54-7784 | Edit SSN

Address History Step30of3
Addresses listed below are derived from various sources and may or may not be associated with your applicant.
Please check the addresses you would like Sterling to check.
Zip Code City Stats Last Reportsd # Years
—or— <state> month year Unknown Add
Zip Code City County State Federal Reported Source Action
10004 New York New York NY SOUTHERN DISTRICT 8/25/2021 User Remove
Alias Names
Potential alias names associated with this SSN and developed from the SSN Trace, are identified below.
Ebisplay alias information older than 7 yrs
Select Name Address First Reported Filed
No aliases found for this SSN.
Cancel Draft Order < Back
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Step 3: Screening Order Editor

1. This is how the final page should look like. Review the information you entered and click
“Submit” afterwards.

Screening Order Editor Test, Test Test| Edit Order Info Add Alias Delete Order

23N 934.54.7734 D0B w211892 DriverLio -
OrderiDs 1308161283 Posttion Voluniser Recult Pending
Order Croated 8/26/2021 BmCode tatuc Draft
Order submittsd Not tubmitted Compliance N Emall Addrece
Chargs Typs involos Acocunt

galary Lecc than $20,000
Upioad (8, pat, pog & 6 only)

Ordor Modifled 8/26/2021

Erows

Authorization

VV Cilent Name

VV Client 1D
I -
Fllename Refaranos Posted eer
No ARachmants
@ custom Questions
Quection Ancwer

No Custom Questions.

Order Note: Actlon ¥

(no records to display)

By olloking the Submit button, | oertify that | have provided the Individual a dicolocurs and received the individual'c written authorization for the report and maka the ofher certifioationt ac follows: | am requesting this bacs
utharizad in writing that 3 Background rapart may ba requasted fram Staring
ar's bahalf 10 pravice 10 the consumer to whom tha repart ralatas: 3 pra-advarsa action lattar, a copy of the

o4 in tha FCRA. that the applicant has
o0 of any apgii

round chack for an amplaymant purpose &

Starfing); information from the consumer rapart wil not ba used in v

sisting solaly of tha disclosurd hat a CONSUMF r8part may ba requestad and the Sppicant has

recaivad & cloar and conspicuous disciosure in 3 documant ¢

and, bators taking any advarse action based in whola or in part an the rapoet, the and usar wil provide 1o the consumer or authorize Starting on tha and

mant appoetunity kw or reguia
y amanacus information contained in tha repart (and provide Stering's name and contact information) and If the individual is uitimataly disquaifiad, provide an

Fodaral or State equal m

and pravide tha individual wih a res opportunity of tima to

ficabla stata summary of 1

rapont, a capy o the Summary of Consumar Rights and any

Advarse Action latter, Including tha statutorly required natices identfied in Sectian 615 of the Fair Cradit Reporting Act 15 U.S.

Toct and paniains to the appicant

Plaasa canfim af the informalion you antared

Submit
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