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Solutions  
and 
Benefits  
 

 

Applicant Tracking System (ATS)  
In the same portal where you manage background checks, you can: 

 Build and share a career center  
 Collect resumes to job postings 
 Create online applications 
 Transmit electronic consent forms  
 Integrate background screening orders 

 
Background Screening 

 
 Convenient pre-built packages 

Or save your own search groups for easy re-ordering  
 

 Easy to read report format 
Narrative-style report to help you understand and interpret technical results from 
researchers 

 
 Order a complete background check on one page 

Simple controls to add, remove, and edit search details, all on the same page  
 

 Locate in-progress and completed applicants  
Visual guides and status icons that track applicants in progress, completed applicants, 
those with missing info, and those with hits or discrepancies 

 

 Manage your account settings 
Add and remove users, and access statistics, and documents all from your secure 
portal. Permissions management allows you to limit specific user access as needed 
 

 Screening statistics  
Sign up for emails that give a comprehensive summary of screening info on a daily, 
weekly, or monthly basis 
 
 
 
 
 
 



     

 

 

SSC Applicant Management System Overview 
Welcome to the SSC Applicant Management System, the easiest and most advanced way ever 
to order background screens and manage the results. From any computer, you can log in and 
access your applicants securely, order a new report, and even change your own account 
settings. 

HOME PAGE 
 

 

 

 
 



     

 

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

 Enter applicant information, including additional names and addresses  

 Choose a background package, or pick from a list of individual searches 

 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. 

 

 Upload Document(s) for this Applicant:  
 

    

 



     

 

 

 
 Send Report to Applicant: If this option is visible, 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. Check by email or by fax by choosing the delivery method. The 
system will prompt you to enter the email and/or fax number as shown 

                                           

 

Choose a package or pick your searches 

Depending on your setup, you may be able to order custom packages, individual searches, or 
both. Just click the dropdown next to Select Package as shown below. Then you can choose 
from pre-defined Company Packages, if available, or you can select your own searches by 
choosing Order Individual 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 have a red background and alert symbol; any 
searches that are completed will have a green checkmark. 



     

 

 

When you click on a yellow-colored search, you'll be able to fill in the necessary fields. 
Remember to click Save when finished; this will validate what you enter. As long as the bar 
is yellow, the search is not yet completely entered, so remember to click Save. Notice that 
the name of the field displays in the field itself. 

      

Finding an applicant 
Quick Find 

You can use the Quick Find, located at the top of almost every page in your portal, to locate 
an applicant by first or last name. 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 click on “Options” and use the Advanced Search which 
will pop up when you click the Options link. 

 

Just fill in the field or fields you wish to search by. If you fill in more than one field, only 
applicants that match all fields will be found. 

If you have permission to view reports ordered by other users at your company, or you are 
branch manager, you'll also be able to search by user or by branch as shown below. You can 
also search for items with a specific client reference code (as explained in the Enter Applicant 
Information section of the Ordering a report instructions) as shown. 

 

Browse by Status 
When you're on the home page or any report management page, you'll see a listing of statuses 
along with how many applicants are 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. 

 Inspect: This is a quick way to help identify which parts of the background check 
report requires further attention. Note that this symbol does not represent or infer that 
the candidate should be adversely or unfavorably impacted, it means that the report 
contains information that requires further review. 

  



     

 

     

Icon notifications 

    

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

- The Status Update symbol means that there is an unread change. 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. 

- The red alert icon indicates additional information must be submitted before this search 
can be fully processed. For example, there may be a release form required or graduation year 
missing. You can respond to this request directly through the system as explained in Managing 
applicants(next section). Any applicants with this icon will also show up in the Needs Attention 
category. 

- The Inspect Icon indicates that there is a search that requires attention or closer review 
of the result, such as a criminal record, unverified school or employment record, or positive 
drug test. Any applicants with this icon will show up in the Inspect category. You can review 
the specific discrepancy 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, 
their status bar will be green as shown above. 

You can click anywhere within the row containing an applicant's name to get to the 
applicant detail window, which is described in Managing Applicants(next section). 

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). If you use the Quick Find, then the applicant detail window will display 
immediately. If you use the advanced search or browse by category feature, you can click on 
the desired applicant (on the name or anywhere within the row) to bring up the detail window. 
Here's a typical detail window - in this example, the applicant has been completed. 

 

 

View Report Options 
At the top of the page, you'll see the detailed view, with the main information on the applicant, 
the current status (COMPLETE for the sample above), and the report progress bar and iconic 
notifications on the right.  

To view the complete background screening report on this applicant, whether completed or 
not, you can click the applicant's name or the status. Either way, a new window will open with 
the completed report, which you can view or print. 

You'll see a View Report Options link just under the DOB in this top summary. You can click 
this link to open up further options as shown next. 



     

 

 

 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. 

 print report: This link also brings up the complete report, but in addition, it will 
automatically initiate printing of the report. (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.) 

 mark unread: This will place a  blue dot next to the name in the “Applicants” 
listing: This will quickly let you know to look at this candidate again, and until you do 
the blue dot will remain. 

 archive this report: Once you are satisfied and the report is completed you can 
transfer the report to archive . Reports can be moved in and out of archive for easy 
tracking. These are never purged. 

 e-mail report and fax report: If you need to e-mail or fax the report clicking on this 
will create a pop up that will prompt you to place the appropriate address or number. 
This will then send the complete or incomplete report to the desired destination. 

 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 add another verification 
or a DMV 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. 

 

Managing your account 
Your online screening portal gives you access to several convenient features that allow you 
to quickly view information such as invoices, documents, and statistics report, as well as to 
change your notification and user settings in real time. 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.  

                         Account options: 



     

 

 

Profile: This area allows you to change passwords, update settings, company info, access 
our Client Resource Website and more. 

User Info: This area allows you add or edit other users if you are set up as an admin for 
your account. 

Accounting: This area allows you to view invoices. 

Pricing: This area allows you to view search prices, court fees and country fees for certain 
searches. 

Reports: Multiple reports can be accessed here for your account, including statistics 
regarding average costs, report turnaround times and number of candidates screened. This 
report can also be auto-generated and emailed on a regular frequency. 


