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Welcome to your Verified
Credentials account!

Here, you have 24/7 access to your background checks and a
collection of information at your fingertips.

Our web-based background screening management platform
provides one secure, convenient location to access all aspects
of the screening process, from ordering background checks
with just a click to tracking the status of each background
order. Plus, you receive complete transparency through each
step of the screening fulfillment process with detailed order
events.

In this guide, we'll cover the login, navigation, and convenient
features of the platform.
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Log in to your account

To get started, your Account Administrator will add you as a user to the platform. Once your account is
-~ active, you'll receive an account setup confirmation email containing a link to your dedicated login
Logging in page.

Individual credential emails are sent to each active user in the account, also linking to the login page.

Dashboard
features

The login process can be
completed on PC, mobile,

Placing or tablet devices.
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Logging in
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Dashboard
features

Welcome!

et's get you signed in and on your way

Once you've clicked on the login link
Placing in the confirmation email, you'll be
orders prompted to enter your email address
to receive a verification code.

Email Address *

Send Verification Code
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Check your inbox for mail from Verified Credentials Client Services.

Insert the code displayed in the blue box from the email
into the Enter Verification Code prompt to log in.

& Vverified

Welcomel!

Let's get you signed in and on your way!

Enter Verification Code

& verified

Dear TJ,

You are receiving this email because an account veriication code was generated for your Veriied Crodentials
account. This code is for one-time use and will expire 30 minutes after receipt

Your Account Verification Code

41207026

We appreciate your trust in Verified Credentials for your background screening needs If you have any
questions. we're always ready 10 help

Thank you for choosing Verified Credentials!

Contact Information
Varified Credentials, LLC
20890 Kenbridge Court
Lakeville MN 55044
Telephone: 300-938-60590

Emall: chentsenncesi@verfedor edentials com

verihedcredentials com

¥ Vverified

¢ Back o Login You can highlight and copy
it eceve the code? ek Hor o Resend the code to paste it directly

into the prompt.
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Overview of dashboard features

After entering the Verification Code, you'll be directed to your Dashboard.

A
Dashboard _
features Shortcuts for viewing Search by Candidate Name, SSN, Toggle between Card
Completed or In National ID, Driver's License #, View and List View to
Progress orders Order #, or Reference # display your orders.

Placing Jasmine Lynch
 H asmine Lync
orders J‘V_S!‘-!I!sg © © ¢ @ Client Super Administrator
Tracking | Deshbosrd Welcome, \Jasminel! + Place New Order
orders Orders
5 e 0 0 % \ 01Days @ 0%
O Viewing ™ Organization Completed Orders (i) In Progress Orders Avg Order Completion (i) Product Clear Rate (i)
candidate
details , , ‘ A ) o
Shortcut Q, Search by Candidate Name, Social Security Number, National I... Card View List View
. Oortcuts
Download a CSV file
O Accessing of the list youre My Employment Y Filter = Sort By - & Saved Views v ®
background currently viewing U
reports 0 of O Orders

#2  Billing

. verie
& verified




In the top right corner of the Dashboard, you'll notice three icons next to your account name.

These icons allow you to:

Dashboard ° View your Recent History

features .
o S L Jasmine Lynch

Client Super Administrator

+ Place New Order

e Contact Client Support

Placing @ o ¢ ®
orders
Recent History x
o ice #1059
Tracking el >
J ine Lynch
Ordel"S ° @ ¢ o JL Cﬁ::lgjpe‘:r;\(;ministrator
@ Wiliam Smith - Order #1031 3
p 10 AM
Welcome, Jasmine!
! @ Billy Jones - Order #899 N
Viewin Nov 17, 08:04 AM
O candidgte O S O 5 Ol Days ® 0% g Jennifer McAd Order #912
nnifer McAdams - r
details Completed Orders () View In Progress Orders View Avg Order Completion (O Product Clear Rate () [53 Nov 17 4 AM
Win Hudd - Order #954
Shorteuts . Q, Search by Candidate Name, Social Security Number, National I... List View E Nov 17 4 AM g
O Accessing A MyEmpoyment YV Filter = Sort By ~ @ SavedViews - ®
. Site
baCkground : 0 of O Orders
reports @ Biling o

& Verified
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Dashboard
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Throughout the platform, you'll see tutorial
icons that will guide you through specific
Card View

Save Your View

Start tutorial to learn how to save your filters and

Start Tutorial
Client

~ - o — ——— ¥ T — —
» -

= Reference

sorting for quick access later

All tutorials provide step-by-step directions
with accompanying images. Click Next to
progress to the next step in the tutorial.

The dots in the bottom left corner indicate the
number of steps in the tutorial.

Click Got It when you're finished.

platform functions.

Hover your mouse over the icon (for desktop) or
click on the icon (for mobile) to expand the
description box explaining the purpose of the
tutorial. Click Start Tutorial to begin.

@, Done - Candidate A-Z -

Find Saved Views X

Apply Filter(s)

Choose one or more filters to narrow your

results.

Find your saved views by clicking the

Saved Views dropdown

Order Filters

& Verified
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Order Filters
Click the Filter button to view and edit

the Order Filters by: s
* StatUS m] Created
o L ocation In Progress
 Order Owner O OnHoid
 Order Date o @
. N
* Order Completion Date
O Cancelled
Dashboard =
I In Dispute
featu res Weicome, TJ!
0 © 1 2 OlDays OGN
Completed Orders & View in Progress Orders View Avg Order Completion ) q\.
Shortcuts i a y nca s Dy Las s e sanshiceri) D Alabama E mgdayreen
Placing fir Google ¥ Filter (1) = Order Date: Newest @, Default View - U Cajjforn!ﬂ ——
OrdeI‘S f Order Page Status: In Progress @) Clear All
0O Employees | Employment
Owner ,\fj
Tracking
orders 4
0O Tim Dawvis
O Viewing O TJ Davis
Cand.ldate Order Date
details
From To
O Accessing Today ) (This Week ) (Last 7 Days ) (Last 30 Days
background
Complete Date
reports = <
rom [ - ga
- 1 SaPWIgREQ Verified Credentials I_I_@ 2028 i V\!g!:msf!



Your filtered list will display after you click See Results.

You can save custom filtered results as a reusable viewing option by clicking the Save View button
at the top of the search results.

Q - ¢ License # o Ref # Card View
Dashboard
features Y Filter (2) & Order Date: Newest v @, Saved View Save View (@ 10rder
Status: Done @ ( Location: Alabama @) | Location: California @) Clear Aj You’” receive a pop_up in
e L e . ) ) - the top right corner of
Order # 2 A 2 OrderDate «~ Complete Date 2 B fescril ¥ Location I Status 2 Clear View 2 Resul your Screen Confirming
Placing #954 Win Hudd 09/16/202503:02PM  09/17/2025 02:43 PM 255544555 California Done i | your new VieW haS been
orders saved successfully.
Tracking Select, edit, or delete Saved Views by clicking the drop-down arrow to the left of the Save View
orders button.
Q . s Candidate N : ber Nationa ; ¥ Ref r Card View
O :Z/al(:lv(\:l”(r:}gte Y Filter (2) = Candidate Name: A-Z = @ Done - Candidate A-Z [; @ 8 of 8 Orders
I
details _ ! Default View
Status: Done @) | Order Date To: 01/07/2026
Done - Candidate A-Z 7 0
Accessing Order# 2 Ao ~  Order Dat New Saved View #2 /7 0 o v+ lLocation { Status Clear View 2 Result
back d Name ference
ackgroun
reports

& Verified
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On the left side of your dashboard is the Shortcuts section. Here, you can add
shortcuts to internal and external destinations.

Welcome, TJ!

0

Shortcuts
ﬁ‘ Geosogher

far  Ovder Page

+ Add New Shortcut

# Edit

Customize your shortcuts by
selecting a relevanticon for the
shortcut at the top of the Add New
Shortcut box.

Add New Shortcut X

Select Shortcut lcon

| ® DAL A  Other

Internal Destination External Destination

Shortcut Name

Destination

& Verified
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INVOICES

The Invoices tab on the left panel menu allows you to see and sort through all

your invoices on file.

 Vverified
Invoices
Q
Y Filter = - 2 of 2 vvoices
Invoice # - Account® o Module 3
#I06 E-4567432 Employment

) & & o TJ Danvis

Delivery = Delivery . Billing . Invoice

Iwoice T 2 - - - Created o Actions
Method Status Method Total

Califorria Emasl L el rVOECE 1345 107012025 0LoS WView

View

Click View in the Actions column to see details of each invoice.

& Verified
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ORGANIZATION

The Organization tab on the left panel menu opens a Hierarchy column of all the Parent Modules and
Sub-Modules connected to your account. You can browse for a specific Module location using the
search bar at the top, or by utilizing the ‘Active’, 'Pending Activation’, and ‘Inactive’ filter buttons.

Dashboard
features

You can view Account Info, Users, Documents, Products & Services, and Invoices for whichever
Module you have actively selected.

Account Info tells you
the contact information
and billing configuration

¥ verified Hirarchy et < TD Testing Company et

Placing
orders for the account. I T
= e o went e
. &) Organization L :‘Iat:a.:?.

TraCklng Califor Contact Information
orders - -
Viewing Verified Contacts
candidate You have the option to manage
details up to 5 sublevels of Modules.

Billing Configuration
Accessing sang b o
background
reports

ok b {/verified ,
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ORGANIZATION

Hierarchy ~ Collapse All

< TD Testing Company A

S
The Users tab shows all o G G ([ e L

the individuals who have iy T oy

nt arpmme- .
accou acceSS- F v  20f2Use 8 Export
[ e S s i
Name 2 Status < Module - Role Billing : CreatedOn ¢
L ::lll'nln;l Actre . Contact
s s TmDavis " Eme nt - Client Uses
TD Testing Company / Users Ji) 1orthem Callforia {58 ’ i o i
E-68405393
112} bt Active Empioyment - Client Super Administrgiir
Dashboard < Create New User
featu res Personal Information
First Name * Last Name * Email Address * Work/Cell Phone *
B [ LS

To add users to your account,
Address Information T use Parent address

—_— click IEXAEIC AV s
Placing ' : —

Pt and fill out the required
information in the form that

orders

Tracking
orders

O Viewing
candidate

details

O Accessing

background

reports

Account Information

Job Title *

Client Super Admin* ()

O Yes O No

Modules Information

Q Employees - Employment

User Role *

Preferred Delivery Mathod *

Email w/ PDF Report

Client User

Awailable Billing Contact®* O Yes O No

Location(s) *

O Assign to All Locations [0 Select All

Q

> (Medapeey [ Employees
€-3084656

Cancel

appears. Click Submit at the
bottom to save your new user'’s
info.

Permission to create new users
is only available through the
parent admin account.

P age
-ght © Verified Credentials LLC, 2026 l‘!g[!t!sg
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ORGANIZATION

The Documents tab contains all additional documentation for that Module, such as
employee agreements and contract addendums.

< TD Testing Company A

Dashboard el =" L
features a
0O Documen t Name s Document Type 3 Location 3 UploadedOn 3 UploadedBy 2
D 1 T A
Placing
orders The Invoices tab contains all the invoices for that Module. You can see the details of each
invoice by clicking View.
Tracking
orders < TD Testing Company
GViewing . -
candidate Q
details v - -
I © Clear Al
@ Accessing mocen 3 Acoms S Meaw ¢ omocoTo § el o N o SO PA o Coes st
background Employment  Californie Ema »
reports €-3344557 Crgloyment Ao Ema . . .

& Verified
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ORGANIZATION

Accounts at the ‘Employers’ level and below of the Module hierarchy will have an additional tab
called Products & Services.

Hierarchy ~ Collapse All TD Testing Company / Employees
Products & Services lists all the a < Employees s
packages and a la carte products peiwempiiand
associated with the organization B s S Paciages
in the current Module. o — -
For accounts using Clear View, e S

you can edit these parameters by ALsCareroccts QA i
scrolling to the Services section o= =
at the bottom of the page and

clicking on Verified Clear View.

Services

If you're interested
in adding Clear View
to your account,
contact your Client

Products & Services | Verified Clear View

Success Manager. < Verified Clear View e
Q
Y Filter =" t - @
Clear View Set Name Status 3 Locations Products I

TD Test Set i B4656 - Employees Address History Trace

& Verified
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O Loggingin

Dashboard
features

How to place a background check order

Navigate to the Orders page by clicking Orders on the left panel menu.

@ Click BERHEILINETROILEIE when you're ready to start a new Order.

Orders
Q ; int 7 v N lat # Ref e List View

Y Filter (1) = Order Date: Newest ~ @, Default View - ® 1201200008

& verified

Placing
orders

Status: In Progress QL} Clear Al

Holly Smith 0/ 6 Products Complete Status: In Progress

O Tracking

orders

The Place New Order button

O Viewing PR is also located in the top right
candidate ol corner of the Dashboard.
details

Dalton Renny 0/ 2 Products Complete Status In Progress

O Accessing i
background ‘
P

CREDENTIALS
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O Eigfellig 1 Step 1: Get Started New Background Order

L
Enter the Candidate’s name, ema”, and | Get Started EIChM\llnfo!.Pmdu(Rs ]”Entﬂ(andndamlnln 4. Enter Product Details ssz_um»ws.s‘.unm
Dashboard . . . .
features social security number in the required i i TS
fields. w_“w
For international candidates, you can s 1
S enter a National ID instead of an SSN —
@ by checking the box at the bottom of T ————
N the section. O\j
Placing Click Next Step when you're ready.
orders
Step 2: Client Info & Products
O Tracking
orders Next, you'll identify which location the
new order is tied to, as well as the owner  NewBackground Order
O VieWing Of the Order' You have the Option to Set :lﬁtdrtm Z.Clbenlln!ﬂ&Pmducts 3. Enter Candidate Info 4. Enter Product Details 5. Review & Submit
candidate any of the other info fields as requiredin
details nter Your Information
your account. l
@ Accessing Once you have this section filled out, it's =
background time to move on to the ‘Select Package el e
reports and Products’ section below. i i

{,verlfled
Select Package and Products CREDENTIALS

sckground package a



Select Package and Products
»ct the background package and products needed f

O Loggingin
Step 3: Client Info & Products

Dashboard ] . . . Packages
features In this section, you can customize which

package and/or products you'd like to
include and exclude for this order.

) To add a product, click Select next to
@ the product name. To remove an
N already selected product, click Exclude
next to the product name.
Placing
orders When you're ready, click Next Step to ErA e
continue.
O Tracking * Actively selected items will S
orders be identified by a green

lSelectedl |a bel next to the National Sex Offender Public Registry (NSOPR)

product name.

G VIeWIng Office of the Inspector General's (OIG) Report
candidate

- « Click the drop-down arrow
next to the product name to Statewide Criminai Search
view the details of that

G Accessing product. ¢ Previous Step

background
reports

Copyright © Verified Credentials LLC, 2026 lverlf!ed




O Loggingin

< Previous Step

New Background Order
Dashboard @ @ O

1. Get Started 2. Client Info & Products 3. Enter Candidate info 4, Enter Product Details 5. Review & Submit
features - :

Candidate Information

T ———— Step 4: Enter Candidate Info

Candidate Identity ~

R In this step, you'll enter the
@O candidate’s identification and

S . address information.
O Candidate Doesn't Have a Middle Name

When you're finished, click

Placing Next Step.
orders

Driving License Information

Does the Candidate Have a Driver’'s License?

@ Yes O No
. DR o « Add as much information

O TraCklng :i::tmnalCandida(elnfovmallon N as possible tO help yield a

orders e
S e — A more thorough
- background search.

O VIeWIng :darr:!.idate Address Information . = ~ ' ' '
candidate = o e« Ensureinformationis
details - — g gt accurate to avoid a delay

Candidate’s mailing Address is the same in reSUItS, WhiCh may |ead

to additional costs.

O Accessing
background
< Previous Step Next Step >

& Verified
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& Loggingin Step 5: Enter Product Details

This step allows you to add and edit details of the specific screening processes included in your
selected package & products. In the sample below, this account has selected the Gold package,
allowing them to configure County Criminal Search, Education Verification, Federal Criminal Search,
and National Sex Offender Public Registry, as well as their add-on product, Global Watch List.

Dashboard
features

) The items in this section can be
edited or excluded from the order
. :{\l Started :wcnl info & Products ].En[cr Candidate Info d.EnIM Product Details 5. Review & Submit o rd e r b u tto n S o n t h e ri g h t Si d e M
O I"d e I"S _F"‘r?ldll‘lc.t-se"lat‘ed‘ anc?fwétion Federal Criminal Search
Package: Gold e o
County Criminal Search =t “.. Street

+ Add Federal District Without Address

O Tracking ASp Exclude From Order
OrderS thout Address National Sex Offender Public Registry (NSOPR) Edit >
Current Name Included Exclude From Order
Education Verification
O Vlew|ng R T R e el o thosekowes thanth Highest ot b inchided inth ordes. Contact cur tean 10 manage hisprefer Additional Products
candidate — — Cesseremone  p | GlobalWatch List 2 >
details — . ———
lllllllllllllllllll - Nwrl Step >
O Accessing k
background
reports = | [m oo o
& Verified
CREDENTIALS



& Loggingin Step 6: Enter Product Details

Clicking Edit opens a window for you to enter
other names and aliases for the candidate that
will also be used in the background screening
process. The candidate’s details that are already
on file will auto-populate, and you will be given
the option to enter a previous name by clicking

Dashboard
features

)
@ . Click Next Step at the bottom of the page
D when you're finished. You'll be directed back to
. the page for Step 4, where the name you added
Placing e will appear below the Current Name section

orders under each product title.

B Candidate Doesn't Have a Middle Name

+ Add Previous Name

Federal Criminal Search

. Date of Birth * SSN* Current Name
O Tracking - . e
orders e Ermall Address *
F

Driving License Information

Viewi
O IeWIng Does the Candidate Have a Driver’s License?
o Previous Name w S
candidate ® Yes O Mo
o
details Orives icense Nomber Driver's License State * s
+ Add Federal District Wi o

Additional Candidate Information

. Gender Race/Ethnicity
O Accessing . i
background o : - © ormoson Couks Bes
reports ki B

& Verified
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& Loggingin Step 7: Review & Submit

Dashboard This step displays the order subtotal and price breakdown by product, as well as delivery details for the
features background check results.

< Previous Step

o New Background Order Edit the delivery method
@ L & & @ . by clicking the arrow and
\S

1. Get Started 2. Client info & Products 3. Enter Candidate info 4, Enter Product Details 5. Review & Submit

selecting your preference

Subtotal from the drop-down
PIaCIng Delivery Details mend.
orders P

B Email w/ PDF Report v
m— f\c Edit and add recipients for the
+ Add Additional Recipient
O Tracking II

results to be sent to by clicking
orders B Candidate wants a copy of their report

Delivery Method *
+ Add Additional Recipient | x
ages

Email w/ PDF Report

O VIeWIng G Email Notification Only
candidate
. pme of the product(s) included initially were exciuded along the way Oniine View
details

@ Accessing This button allows you to share a copy

background of the report with the candidate.
reports

P age
Copyright © Verified Credentials LLC, 2026 l\!g!:!‘s!sg



O Loggingin

Dashboard
features

&

\S

Placing
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Tracking
orders

Viewing
candidate
details

Accessing
background
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Step 8: Review & Submit

Below the Delivery Details section, you'll see
the cost breakdown of each product and any
additional fees.

If you have any disclosure and authorization
documents related to your order, you can
upload them here under the Documents
section.

Fees

Documents
S " horization documents related to your order.

Certify the Following

* Aclear and icuous written disclosure to the candidate, in a document

d in the FCRA as well as any applicable state or local laws
+ The candidate has provided written authorization allowing you to obtain the report

' Check the purpose this background report will be used for: *

@ Employment

O Gow

County Criminal Search

Hennepin - MN William Smith

Education Verification

0]

Degree! ABC School

Federal Criminal Search

National Sex Offender Public Registry (NSOPR)

Current Name Billy Smiith
Previous Name William Smith
Productst:
Global Watch List
Current Name Billy Smith
purg h report b

Edit >

Edit >

Edit >

Be sure to indicate the purpose of the
background report and check the
acknowledgement box before clicking

Submit Order.

Copyright © Verified Credentials LLC, 2026
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O Loggingin

Dashboard
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&
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O Tracking

orders
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candidate

details

O Accessing

background
reports

Ready to Submit? X

Please review your information before submitting

On the confirmation page that
appears, you can navigate back to
the Dashboard, place another
order, or modify the order.

When you click Submit Order, a confirmation pop-up will
appear. If you're unsure, click Review to revisit your order
before submitting. If you're ready, click Submit.

< Back
New Background Order
# @ ® £ @
1. Get Started 2. Chent Info & Products 3. Enter Candidate Info 4, Enter Product Details 5. Review & Submit

Great work! Your background check is on its way

We're excited to get started and will keep you updated on our progress. Thanks for choosing us!

Place Another Order '

Return to Dashboard Madify Order

& Verified

CREDENTIALS
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O Loggingin

Dashboard
features

Modifying an Order

After clicking Modify Order, you'll be directed to a page that resembles the sample image below.
You have 10 minutes starting from the time the order was placed to lock in any changes.

Orders / Billy Smith

S
< Bi"y Smith Order #1379 Status: Created (© Modify Order: 09:4( (@) Actions 1
o ——
@ C Link
@ Order Info Candidate Info Client Info o
% s R : — O Delete
Order Date 01/07/2026 05:02 PM Previous Names Wiliam Smith Client Parent Name D Testing Company
Complete Date OB messrssssesssaveneee @ Clhient Location E-5840539s - Northern California
P I aci ng Order Source Manual Order Submitted by Client SSN = esssssssssseseseenes @ Client Reference
d Invoice Generated Mo Phone Number { Order O
or ers Invoice Sent Mo Email Address Order R Delete Order7
Amended No Current Address 121 Main Street Module
Minneapolis, MN 55410 = Please state the reason why you want to delete the order. Once deleted you won't
i be able to access the order
Reason * [+
O Tracking Products Candidate info Client Info Documents Billing Reports
orders
. . 1 . 7 . .
O Viewing The ‘Actions’ menu in the top right corner lets (© 2087 Remainiog to complete aditing
candidate ou copy a link to or delete the order. If you 8 <« [
o . Others unable to modity whilé you are editing
details y Py y

choose to delete, you'll be prompted to enter a
reason for deleting.

O Accessing

background
reports
& Verified

CREDENTIALS
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O Loggingin

Dashboard
features

Modifying an Order

In the Products list below the Order Info section, you can select products to delete by clicking the
check box next to the product and clicking Delete at the top left corner of this section, or add

@O products by clicking in the top right corner.

Products Candidate Info Client Info Documents Billing Reports
I d PR
Placing T
S
orders
County Criminal Search
Hennepin - MN Status: | Created W
Name: William Smith
O TraCkIng Education Verification
orders 0O ABCSchoo Status: ( Created v

Name: Billy Smith

O Vlewmg Federal Criminal Search
1 Arkansas Easter Status: ( Created %
Candldate D Name: B L-, Smith
details

O Accessing

background
reports
& Verified

CREDENTIALS
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Loggingin

Dashboard
features

Placing
orders

Tracking
orders

Viewing
candidate
details

Accessing
background
reports

Tracking the progress of active orders

The Orders page shows the status of each active order in the right-hand corner of the card. Completed
orders will be marked Clear, or Review if a discrepancy is detected.

V Verified ® © ¢ 1 Wows
Orders
Y Filter = Order Date: Nowest ~ L - Save View @ 15 of 22 Orders
Holly Smith 0/ 6 Products Complote tat tn Progress
545554
83 grr.
William Smith 3/ 3 Products Complete tan Dane

Reviewing all orders is recommended, including
those marked Clear.

& Verified

CREDENTIALS



O Loggingin
O Dashboard
features

O Placing
orders

\

Tracking
orders

O Viewing
candidate

details

0 Accessing

background
reports

. ™ TJ Davis

Clirt Adimanistrados

+ Place New Order

Status In Progress

Statui In Fquv“j

SLatu Eﬁ

Hi 3

ﬂ

Clest View Blue

Orders |/ William Smith

You can see a detailed view of the screening results by clicking on the Result button.

) & ' O TJ Darvin

Cleent Adimerwitrator

< William Smith order#031  Status Done Actions

Order Info

Order Date
Complete Date

Order Source

Invoice Generated
Invoice Sent

Amended

Client Info

Client Parent Name

Client Location

Client Reference
Order Owner
Order Requester
Medule

Permmsible Purpose

09730/ 2025 0145 PM
09,30/ 2025 0156 PM

Manual Orcher
Submitted by Verified

TD Testing Company

E-3084656
Employees

234234734
Tim Dawvis
Tim Dawvis
Empiloyrment

Violunteed

Candidate Info

Previous Names

DOB = sssssssssssssses

SSN 9209020 ehessssssssssses

Mational ID Mumbser  ssessssscsnssnns

Country Australia
Phone Mumber 5558889999
Email Address wsmith#92 @ggg com

Current Address

Copyright © Verified Credentials LLC, 2026
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Loggingin

Viewing candidate details

Dashboard
features

Select the candidate you'd like to review from your list on the Dashboard.

Placing

orders Candidate Client
Order# 2 - Order Date ~ Complete Date : o Location Status 2 Clear View _ Res
Name Reference
w235 Holly Srmath 2705/ 2025 11:31 AM 56545046 Alabama In Progress

Tracking
orders

#1077 Adam Black 0/08/2025 10:31 AM 456789

i
m
b

O 0 0 O

In Progress

Orders /| William Smith

< William Smith order#1031  Status Done | Clear View: Blue

Actions

Order Info Candidate Info Client Info

VieWing Ovrder Date
candidate —
details

Previous Names Client Parent Name

DOB = sessssssssssssssseas Client Location
SSN Client Reference

Invoice Generated National ID Number = ssssssssssssesisises Order Owner

Invoice Sent Country Order Requester

Amended Phone Number Module

Email Address Permissible Purpose

Current Address

Accessing
background
reports

Candidate Info Client info Documents Billing Reports

Copyright © Verified Credentials LLC, 2026 lverlf!ed



0 Loggingin
Below the Order details in this expanded view, you can browse through Products,
Dashboard Candidate Info, Client Info, Documents, Billing, and Reports related to the candidate.
ashboar
O features
. The Products tab lists each [ ]
& Placing background screening e ——
orders Complete Date: 09/30/2025
product that has been
assigned to the candidate. Gibuiotc L o D e @
Q Tracking Complete Date: 130/ 2025
orders

Global Watch List

Name: Wiliam Srr Status:  Done Result '

Complete Date: 093

Address History Trace

Complete Date

Clicking the arrow in the corner

g = e expands the card to view Product
owe i Pecaneine — Events and Product Results.
Ed
5 . No Events Found 41.7
Viewing S
Ca ndidate Address History Trace
d et a i I [ Complete Date: 09/30/2025 . '

Product Events Proguct Results
_.é 3‘,—

@ Product was completed successfuily,

AcceSSin g Clear View Determination
background Biue - Result is Completed
reports

& Verified

CREDENTIALS
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Loggingin

Dashboard
features

Placing
orders

Tracking
orders

O 0 0 O

Viewing
candidate
details

Accessing
background
reports

The Candidate Info tab contains the
candidate’s personal identification information,
contact details, and any addresses on file.

You can click the eye icon (@) next to
personal ID information items to toggle
between displaying and hiding the content.

The Client Details tab gives you details about the
candidate’s employer (i.e., the Client that ordered
the background check).

Products Candidate Info Client Info Documents Billing Reports
Client Details
TD Testing Company 234234234

E-3084656 - Employees

Employment

Products Candidate info Client Info

Personal Information

Names

First Name: Willam
Middie Name: Arnold
Last Name: Smith

Other

Male
Other

wsmith292 @ggg.com

Tim Davis
tdavis@verifiederedentials.com
Tim Davis
tdavis@verifiedcredentials.com

(444) 444-4446

Copyright © Verified Credentials LLC, 2026

Documents

Billing

Reports
.......... @
.......... @
5558889999
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0 Loggingin
The Documents tab holds any additional documents pertaining to the candidate’s
O Dashboard background screening steps that are on file, such as contracts or addendums.
features
You Can add Pr Candidate Inf Client Inf Documents Bl R v
O Placing documents to this
d - ki . -
orders section by clicking = = Pr——
Document Name UploadedOn 2 Uplcaded By £ Actions
S— + Add New Document
racking
Q orders &
in the top right corner. No Documents Found
The Billing tab lists N
. Additional Products Expandall | A
prices and fees and
. Product Type Description Name Amount
-~ any Order Credits : _ .
V'e‘{V'“Q for the products o -
Candld'ate assigned to the R RLT - Billy Smith §3.45
details candidate, with a — —
grand total Prochet Fees -
displayed at the |
Accessing bottom of the Order Fees "
background section.
re ports i T Amount

& Verified

CREDENTIALS
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O 0 0 O

Loggingin

Dashboard
features

Placing
orders

Tracking
orders

Accessing
background
reports

The Reports tab displays a confirmation of delivered report data. In this section,
you can edit which recipients are set to receive results and view a copy of the
report in PDF format. The Delivery Status on the left side confirms the time and

date the recipient received the report by email.

Products Candidate info Client Info Documents Billing Reports

Report Recipients

Tim Dawis  Onder Owne
' DE(rv{,"eﬂ at 09/30,/2025 0158 PM
Email w/ POF Report

veorifiedcredentials com

& verified

DRDER INFO CLIENT

Order # w03 TD Testing Company
Clear View Biue 121 Main Strewet

Order Date o9/30/2025  Hartford CT 06126

Complete Date: 09/30/2025 Reference: 234234234

MNamag

| ==

NAME

William Arnald Smith
10N 3d4th St
Minneapolis, MN 55410
SEN: XXX-XN-4456

Clear View Status Result
Biue Done
Done | Clear
Done | Cloar

{/verified
CREDENTIALS
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Loggingin

. Background report quick access
features

To quickly access a candidate’s background report, start by searching for the candidate using the
search bar at the top of the Dashboard. You may also use the search bar on the Orders page.

O 0 0 O

Placing
orders Search by:
+ Candidate Name * Driver's License # If you don’t have any of
TFZCking + SSN * Order# the search parameters
oraers « National ID « Reference # readily available, try
filtering your list by status
Viewing =S or completion date and
@ candidate s Lamesed scroll through the results.

details 0 @ 12 2  OlDays ® 0% @

¥ Filter (1)

&

Accessing
background
reports

Once you find the requested candidate in your list, select them to
view their background report and other candidate information.

& verified
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Questions?

Contact your Client Success
Manager for additional support.

Copyright © Verified Credentials LLC, 2026


https://customer.verifiedcredentials.com/login
https://customer.verifiedcredentials.com/login
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