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Manage your
Application

Following receipt of the required

Manage your application with us using these 4 simple steps. 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

1. 2.

Log-in to your account Create the application by The applicant receives an Check the ID and submit
using the credentials selecting the type of email providing their the application to us for
sent in your welcome check required and unique log-in details to processing.

email. entering the applicant’s complete the form.

contact information.

1.
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Welcome to the
Customer Portal

From this screen you can create,

Your customisable dashboard 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...

Add Basic Application ~ Add DBS Application ~ Update Service Create Reports  Settings My Details ~ Logout

@Ukzooo

THE SCREENING HOUSE

Customer Portal

Customer Name: CBS TEST

Type an applicant name here or leave blank to search for all applications ...

Advanced Search v

1to240f24
Application Forenames Surname Package Status / Audit Trail Applicant Submitted Adult First Update Service  Volunteer D Validation Internal Reference 1D Verification Route Next Action
App 378353 ADRIAN ABRA Std/Enh Check New Application Apply Not Requested Edit Applicant Submission
App 387858 ANNA ABRAHAM Std/Enh Check New Application Apply Requested Edit coach juniors 4512 Applicant Submission
App 368638 RACHEL ADDAMS Std/Enh Check New Application 10-05-2021 Apply Not Requested v Edit cost code Online Payment
App 353822 JESS ARCHER Std/Enh Check New Application Apply Not Requested Edit TEST APP Applicant Submission

Step 1

2.
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Customer
Portal cont...

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

Lets get started

preferred.
Create your Create customisable Amend or update
applications here reports passwords
@U“(ZOOO @ Add Basic Application (Add DBS Application ) (Update Service ) (Create Reports) (Settings ) (My Details Logout
THE SCREENING HOUSE
Customer Name: CBS TEST [©)
Type an applicant name here or leave blank to search for all applications ...
Advanced Search Vv
Step 1
Manage the
Update Service

Change dashboard
settings 3
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Creating a new
application

Here you can add:

Create a new application by selecting a Basic or DBS. Basic Application

DBS Application

Applicant’s Details Please state the level of disclosure required for this individual.
O standard
O enhanced

O Applicant is a Volunteer

Please complete the following fields in order to create the application:

(Please note, Standard or Enhanced Disclosures should only be requested in accordance with legislation and your contractual agreement with
CBS. If undertaking the Enhanced level disclosure, you can only tick the lists below for access to the Children or Adult barred list if the B
individual undertakes a Regulated Activity ) Who qualifies as a volunteer?

ot Are you entitled to know whether the applicant is registered on the DBS Children Barred List?
Job Description ———— = ¥ PP reg

O Yes

Organisation name
Are you entitled to know whether the applicant is registered on the DBS Adult Barred List?

Workforce B

Does the position involve working with children or vulnerable adults at the applicant’s home address?
O ves O No

Please select the level of checks required to access the DBS Updating Service (please note, marking “yes™ will instruct the DBS to screen all individuals who live at this applicant’s home address. It is illegal under current
legislation to undertake this screening if the applicant does not work from their home address with vulnerable people).

@ Registration is not required

(o) Applicant subscribes - CBS undertakes annual check
O Applicant subscribes - CBS undertakes status checks every quarter ® ves O No
O Applicant subscribes - CBS undertakes status checks every month
O Applicant subscribes - CBS undertakes status checks every week

Please select whether this applicant will be paying for this check

Please complete the required fields of
information in order to create the
Applicant’s sumame application which will automatically and
immediately send an email to the

If you are unsure of the
level of check you
require, please contact
a member of the team

Applicant’s forenames

Step 2

4.
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applicant providing them with your
unique log in details to access their

application form.
Passwond Click to create password PP

who will support you
through the process.

Create unique username

Applicant’s email address

Internal Reference (if applicable)

Create application




Completing the
Application form

Completion

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

Details for which Application is being requested Additional Personal Details Additional Personal Details
Welcome
.
C—
o s
Pyt s KOOTHAL U : o i
= Sesoct - o ‘Sumame at ‘irth (if different) » "
. or— o bt st b i o i
a o e — pi| |
Sumsma e S
.
Other Names gy o ke 3k S o s plpte . AT 6.
vt v 2 5 - ™ "
Middle pame - % s
[ ——
Lo - [ —————
v a0 [&] - i
Gondec Owse  Clreme
NI esmee - » "
—— 1 ere
2. Then click here ¢
iognana o e taphane nmber bl K thecouny 30 K K RS va—
o
i S [ T
Place of Birth phcton
counmy — o o
o s
Town /City T
County / Disrict .
tangiago roteence B i — e et e i i
Adaress Line | . -
Nationality | seisnl
Acaris a2
LRSS ——
o oy
Caumy
a— - -
Counny =
r et adores soce T @l [ ———" St e S o0 Mo s
1

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 cansave and return later to
each page of the form if required.

Step 3

5.
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Complete the
ID Section

1. Search for the application

Complete the ID Section and submit the form 2. Select ‘Edit’ in the ID

Validation section

Customer Portal

Any applications displaying a status of
‘New Application’ require further action
from you. All other statuses mean the

Customer Name: C8S TEST

Type an spplicant name here or leave blank 10 search for all apphications app||cat|on |S be|ng processed or |S

Advarced Seacch

complete.
s e s e s e o
e o an e | Hmsimlon g it s
vy P B RS [ s - e s s
e PO e P oo Vs o o W A i o P OO e
e e e e T B A

Evidence of identity seen by the employer / volunteering organisation / Registered Body

spplcant LS
For mere
the appicant Y
Does the position involve working with chiliren or wineratie adults at the Joplicant's home Y BN
aaaress?

— == Within the ID Page e e o e 5 et e o e o e
:;: o you are able to
s s choose between p—
b b multiple verification umﬁmfmi ;
= — routes.
— =
e e The system will also Lol somw
s e cross reference the crm T
i

data entered within - B Step 4
this section of the R
form to ensure the 6
information matches B .

S—— the information = DBS Guidance Notes.
e entered into the

continued overledf...
hen complete, UBMIT.

phcant’s Driving Licmnce Detaily

rachelbBeDsCrvening couk

Internaf Reference (F appiicable)

Curreen adress dartads chacked sgans documentation
Endence seen 3na checked

ZE application form.

By name




Customer
Portal

Back to your customisable dashboard

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.

Add Basic Application  Add DBS Application  Update Service Create Reports  Settings My Details ¥ Logout

Customer Portal

Customer Name: CBS TEST @

Type an applicant name here or leave blank to search for all applications ...

Advanced Search v

1to240f 24

Forenames Surname Package Status / Audit Trail Applicant Submitted Adult First Update Service ) Volunteer  ID Validation Internal Reference 1D Verification Route Next Action

App 378353 ADRIAN ABRA Std/Enh Check New Application Apply Not Requested Edit Applicant Submission
App 387858 ANNA ABRAHAM Std/Enh Check New Application Apply Requested Edit coach juniors 4512 Applicant Submission
App 368638 RACHEL ADDAMS Std/Enh Check New Application 10-05-2021 Apply Not Requested v Edit cost code Online Payment
App 353822 Std/Enh Check New Application Apply Not Requested Edit TEST APP Applicant Submission

*

Click here to see a full

Click here to complete an

applictaion on behalf of the
applicant

audit trailand view the
results

Click here to manage and view

the update service subscription
and status checks

Application Screen

ApplkaTt NEmz LRI R
gl G 7%

Suies S Paivm
[.CETe— Mow AppSeutin

daptetin ok s ureites €

Vira Sunmen, o S phmtion bere

B o iberaraions s Pppimd.

Status and Audit Trail

Status Check

servie statn St Date

D8s Appiication New Appication 22200 32013
awdit Trail

Comment Oate

No Comments

Aeplant Kame. ADRIAN
Applicans Code: 370353

shancing Sateguarding weth the DS Upete Serice

e more

Comereet oo
o Cammes

Upgpade Options

D85 Update Seric stat cocks e cumety st Nove,

Ao o OO sncetacrs s ek
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Process Complete

The process is now complete!

On completion of the process the

Pleas e be advised the following criminal disclosure is SyStem WI” aUtOm ate an ema II tO
complete: the administartor. The hard copy
Name: <name of applcant> certificate will be sent to the
Reference no:<E0005> Certificate I h dd
Screenin RESUItS number:<0123456> Date of issue: app Icants ome a ress.
g <01/01/2020>
Status: No Match — Clear Disclosure
In order toview the full disclosure results, pleas e log into your
Applicant Information accountand view the Audit trail & results.

Surname ABRA

Forename ADRIAN

Date of birth 13-02-1980

Organisation name CB5 TEST

Screening Package Std/Enh Check Please be advised the following criminal disclosure is

Overall Status complete:
Name: <name ofapplicant>
Reference no:<E0005> Certificate

DBS.Criminal Disclosure & number:<0123456> Date of issue:
. - <01/01/2020>

Position Applied For CHILD WORKFORCE - ASSESSOR Status: In Post — Please view the applicant’s DBS

DBS Reference Number certificate.

Disclosure Number In order toview the full disclosure results, please log into your

Fp— FE— accountand view the Audit trail & results.

evel isclosure nhane

DBS Children Barred List Pending...

Section 142 of the Education Act 2002 Pending...

DBS Adult Barred List Mot Requested

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

Status Pending... manage this:
1.You will receive email notifications
2. System changes status

Serzening completed by: Complete Background Sereening Ltd
Registered Officer The Screening House, Cwm Cynon Business Park, Mountain Ash, CF45 4ER 3.Applicant receives an email notifying them of completion of
Tel: 01443 793300 their certificate and asks them to present this as soon a it's 8
received in the post. []
4.The system will send weekly notifications until the user logs in H
Print screen tothe audit trail, adds a comment and stops reminders. DBS GUIdance NOteS'
continued overledf...




Thank You for
choosing us

We look forward to
working with you
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