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E-mail Login

Following receipt of the required 
document for registration, you will 
receive an email providing your log-
in details.

By following the link provided in the 
email shown here, you will be
directed to your log-in page

Manage your 
Application
Manage your application with us using these 4 simple steps.

Log-in to your account 
using the credentials 
sent in your welcome 
email.

Create the application by 
selecting the type of 
check required and 
entering the applicant’s 
contact information.

The applicant receives an 
email providing their 
unique log-in details to
complete the form.

Check the ID and submit
the application to us for
processing.

1.
Step 1

2.
Step 2

3.
Step 3

4.
Step 4
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Customer Portal

From this screen you can create, 
track and manage all of your 
applications, as well as accessing a
host of reporting functions and
useful tools to help you support with
all of your safeguarding needs...

Welcome to the
Customer Portal
Your customisable dashboard

Step 1
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Customer Portal

Clicking the ‘search’ button will 
display all applications. Alternatively
you can use the main search field or 
the advanced searching options if
preferred.

Customer
Portal cont...
Lets get started

Step 1

Create your 
applications here

Manage the 
Update Service

Create customisable
reports

Change dashboard 
settings

Amend or update 
passwords
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New Application

Here you can add:

Basic Application

DBS Application

Creating a new 
application

Create a new application by selecting a Basic or DBS.

Step 2

Please complete the required fields of

information in order to create the 

application which will automatically and 

immediately send an email to the 

applicant providing them with your 

unique log in details to access their

application form.

If you are unsure of the

level of check you 

require, please contact

a member of the team 

who will support you 

through the process.
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Completion

User will be prompted at each 
stage of the process if any 
information is missed or incorrect.

The applicant can access their form
via their own log-in details or it can 
be accessed via the Customer Portal 
and completed by the administrator.

All users can save and return later to
each page of the form if required.

Completing the
Application form
4 page application form which is simple and easy to follow.

Step 3

Page 1 Page 2 Page 3 Page 4
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Complete & Submit

1. Search for the application

2. Select ‘Edit’ in the ID 
Validation section

Complete the
ID Section
Complete the ID Section and submit the form

Step 4

Any applications displaying a status of
‘New Application’ require further action 
from you. All other statuses mean the 
application is being processed or is
complete.

Within the ID Page 
you are able to 
choose between 
multiple verification 
routes.

The system will also 
cross reference the 
data entered within 
this section of the 
form to ensure the 
information matches  
the information 
entered into the 
application form. When complete, click SUBMIT.
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Customer Portal

Now you can complete applications
on behalf of the applicant, view a 
full audit trail and view the results; 
manage and view the update to
service subscriptions and status
checks.

Customer
Portal
Back to your customisable dashboard

Click here to complete an 
applictaion on behalf of the

applicant

Click  here to see a full 
audit trail and view the

results

Click here to manage and view 
the update serv ice subscription
and status checks
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Process Complete

On completion of the process the 
system will automate an email to
the administartor. The hard copy
certificate will be sent to the
applicants home address.

The process is now complete!

Pleas e be advised the following c riminal disclosure is 

complete:

Name:  <name of applicant> 

Reference no:<E0005>  Cert ificate

number: <0123456> Date of issue:

<01/01/2020>

Status: No M atch – Clear Disclosure

In order to view the full disc losure results, pleas e log into your

account and view the Audit trail & results.

Pleas e be advised the following c riminal disclosure is 

complete:

Name:  <name of applicant> 

Reference no:<E0005>  Cert ificate

number:<0123456> Date of issue:

<01/01/2020>

Status: In Post – Please view the applicant’s DBS  

certificate.

In order to view the full disc losure results, pleas e log into your

account and view the Audit trail & results.

When a disclos ure returns results, the system will sup port you to

manage this:

1. You will receive email notifications.

2. Sy stem changes status

3.Applicant rec eives an em ail notif ying them of completion of

their certificate and asks them to present this as soon a it’s 

rec eived in the post.

4.The system will send weekly notifications until the user logs in 

to the audit  trail, adds a comment and stops reminders.



Thank You for
choosing us
We look forward to
working with you
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