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Step 2
Getting to Know the Main Screen
What the Main Screen Looks Like
P s PEOPLE. PRINCIPLES. POSSIBILITIES.
EideBailly
HOME ADMIN REQUEST RESULTS STATUS LOGOUT -

Welcome to Eide Bailly LLP

General Information
Welcome to the Eide Bailly BIRS Website

Messages and Notifications

View Messages FCRA Regulation Reminder:
If taking Adverse Action as a result of a Consumer Report the employer is obligated
Mew Messzges (0] Bravieusly Read (0] to follow FCRA guidelines.

Notice to Users of Consumer Reports: Obligations of Users Under the FCRA

Results Quick-Search Important Documents

Last Name ||

First Name I

s [T

Reference I

Requestor I

9

Tabs
Home: Takes you back to the Login Screen.
Admin: Currently not an active tab.
Request: Used to enter requests.
Results: Allows you to view the results.
Status: Find the status of your requests.
Logout: Select each time you leave the site.

Left Menu

View Messages: Allows you to see if any messages are posted.
Result Quick-Search: Allows you to search for a specific candidate.
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Step 3

Submitting a Request

Select the Request tab—you will then see the below screen.

gy

Eidcﬁﬂilh- PEOPLE. PRINCIPLES. POSSIBILITIES.

Applicant Information Help ? | Cancel

Last Name: * First: * Middla: Rush: Select Searches
[ I = to be Performed

Current Address City State * Zip * ¥ Criminal Court s2archa: @

[ = ™ Motor vehicle Records @)
Date of Birth: * Gender/Race: ™ Social Trace &

(ex. 01/01/1955) Social Security #: M/W for Male/white) I Crecic Repore @)
[T 2cucztion verification @)
Alias(AKA): ™ employment Verificatian @
Last Name: First: iddle: ™ brofecsional Licenze @)
I I I ™ everity &

| I I I Reterences @

Additional Information:
Requestor Reference Focition
[Eide Eailly

Special Research Instructions:

Other Information:

Fields with a "*" Must be Completed

Continue I

Enter the information into the fields from the signed release form.

o Applicant Information is the information the applicant has provided on the release form. The Alias section
allows you to enter any former last names or AKA names to be searched. It is very important that your
applicant is filling out the Release Form completely to ensure that all names are searched.

o Additional Information is a place to reference things such as position applying for. If more than one person is
making requests, then enter your name. There is also a field to enter any special instructions in regards to your
request.

Once the information has been entered, you then will make your selections on the right side in the “Select Searches”
to be performed.

Once the selections have been made, then select “Continue” on the bottom of the screen or the “Enter Search
Request Details Tab” on the top of the page.

If you would like our background specialists to make the relevant criminal selections do not select Criminal Court
Searches.

If you are unsure of which selections you have requested in the past an email request for that information can be sent
to backgrounds@eidebailly.com.
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Step 3
Submitting a Request (continued)

S
EideBailly PEOPLE. PRINCIPLES. POSSIBILITIES.
&
—
Applicant Information Enter Search Request Details | Help ? | Cancel
Applicant: DOE, JANE W. SS#: 999999999 DOB: 01/11/1877 Reference:
AKA: JOHNZON, JANE Address: 1100 ABC STREET, FARGO, ND 58103
GoTo:  MVR
riminal Court Searches 2
+Add/Edit Jur ) [ECounty Lookup |

No Criminal Court Searches have

Please Save after sach Ir
Buttons

Drivers License Number: * State Issued: * =
(Do Not Enter Hyphens or
Spaces)

dual Entry of the searches below b ing the [ + Save Keyed Information and Add to Order ]

[¥1save Keyed Information and Add to Order |

Document Management

Click Here to Upload Files Associated with this Applicant
upload

(Order Authorization and Submission

1 cemh that I have authorization from the individual listed al:c,e and that I am m ct:mphance with all apphcal:le laws pertaining
lto an "Investigative Consumer Report” as defined in the Fair Credit R FCRA) as amende

~gree and Submit Order Do Not Agree and Cancel Order

ATTENTION: Please Click the "Agree and Submit Order” Button Above Only Once ... Multiple Clicks may Result in
Duplicate Orders ... An Order May Take 1 to 2 Minutes to Process

Fields with a "*" Must be Completed

Return to Top of Page

Enter the information into the Motor Vehicle Records field and select Save.
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Step 3
Submitting a Request (continued)

e
Eidc]%'lill\' PEOPLE. PRINCIPLES. POSSIBILITIES.
Add Criminal Court Searches Help ? | cancel
Add These Searches to the Order
Search Type State County/Jurisdiction Zip Code Lookup
= o 7] [STATEWIDE =] Remove
Felony and Misdemeanor . o = |ADA x| memove Zip:l—
- =1 =] Remove
lﬁ lﬁ I = =® Assign the County
= = v emove
= = I = Remoue Assiqn the Federal District
- = =] Remove
- =1 =] Remove
| | = | =] Remowe ECounty Lookup
- =1 =] Remove
- 1 =] Remove
Add Searches to Order

If you have opted to have a background specialist choose your criminal searches this step will be eliminated.
For a Criminal request, use the blue box on the right side to enter in the zip code. Use the information found on page
nine that identifies which is a State/County search and then either accept the county or use the drop down box under
County/Jurisdiction to select Statewide. After the requests have been added, select “Add Searches to Order”.

One Criminal search is included in each Level of Background. The additional costs are provided in the brochure.
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Step 3
Submitting a Request (continued)

~
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EideBailly. PEOPLE. PRINCIPLES. POSSIBILITIES.
R

Applicant: DOE, JANE W. SS#: 999999999 DOB: 01/11/18 Reference:
AKA: JOHNSON, JAME Address: 110 C STREET, FARGO, ND 58103
Go To: MVR
riminal Court Searches 2
FAdd/Edit Jur ) o
Search Type State County/Jurisdiction
Felony and Misdemeanor ND STATEWIDE Remove
Felony and Misdemeanor D ADA Remove

Flease Save after each Individual Entry of the searches below by selecting the [+ Save Keyed Information and Add to Order ]

Buttons

[Motor Vehicle Records top 2
Saved MVR Requests for this Order:

Drivers License Number: DOE-65-9999 State Issued: ND Remove
Fasd

Document Management

Click Here to Upload Files Associated with this Applicant
upload

autharization fro with all applicable laws pertaining
Consumer Repert” as defined in the mended.

2gree and Submit Order Do Not Agree and Cancel Order

ATTENTION: Please Click the "Agree and Submit Order” Butten Above Only Once ... Multiple Clicks may Result in
Duplicate Orders ... An Order May Take 1 to 2 Minutes to Process

Fields with a "*" Must be Completed

Return te Top of Page

Applicant Information Enter Search Request Details | Help ? | Cancel

P
EideBailly.
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At this point you will need to upload your Release Form and Application/Resume. Only one upload is allowed, so

make sure that all of the documents are scanned together as one file.
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Step 3
Submitting a Request (continued)

=y
EideBailly. PEOPLE. PRINCIPLES. POSSIBILITIES.

eClientLink File Upload

Please click the "Browse" button below to browse for the file that you would like to attach to this order
Mote: You are required to select at least one valid file and enter an associated description
to successfully complete the attachment process and submit the form

If you decide not to attach a file at this time you can click the "Return to Complete your arder” link below.

Files with extension that appear to be potentially dangerous will not be uploaded. The following extensions are block by default
ADE. ADP. ASP. ASX BAS BAT. CHM. CMD. COM. CPL. CRT DBX EXE HLP. HTA INF. INS. ISP JS JSE
I MSP. MST. NCH. .OPS. PCD. PIF, PRF. .REG, SCF

WSC, WSF, WsH

SCR. .SCT. 8HB. .SHS, URL, VB

Note: Any file not containing a file extension will not be uploaded.

The total allowed upload size limit is set to 10 MB. You can upload a total of & files. Click the "Add a file” image to the 0
right to add a file for upload

Add a File
File 1 Browse... |Description 1
Submit »

Return to Complete your order

Select Browse and attach the appropriate file to the request. This must be done before we can process your
request. Requests without release forms will not be processed.

At this point the request is almost complete. Finally, select Agree and Submit Order. Congratulations, the request
has been completed!

Other Searches

o Employment verification will require a location and phone number if it has not been provided; the Google icon
can be selected to search for the phone number.

e Education verification will require a campus location.
o Reference verifications require names and phone numbers and/or email addresses.
o Credit or Social Trace are automatic and require no other information.

o Professional License verification requires license type, state issued, license number and, if they provided, date
issued.
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Step 4
Retrieving Results
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View Results | Help 2 | Requests

Results Per Page|
id!

= Req;:sled = Re%l.::ted ma isplaying 12 of 2

EEE . p————

Main

Complete v View W [

Print All Selected

~
Pages: 1
To check on the pending status of any request not displayed in the results list.
Legend:
- Indicates Derogatory Information has been Found for an — - Email your account manager regarding a
Applicant — result
v - Report has been viewed -a :/;es\&"tan attachment that has been sent with

B - order more searches for an applicant

NOTE: All reports are viewed using the A
have this softwars, then click the i

Gel At
AL E-

T
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To check the status of requests, log into the website and select “View Results.” If the applicant is listed it can be
printed by selecting “View”. If the subject is not listed, then select the “Click Here” button in the green pending

status box. This page will list all pending requests.

To view archived results, select the “Archived Results,” than select the appropriate record.

www.eidebailly.com



Criminal Search Reference Page

What to Request for Criminal?

This is a list of what to request for each state.

State Searches

Colorado
Georgia

lowa

Kansas
Michigan
Minnesota
Missouri
Montana
Nebraska
New Jersey
New York
North Dakota
South Dakota
Texas
Washington
Wisconsin

Rev: 02/2010

County Searches
Alabama
Alaska
Arkansas
Arizona
California
Connecticut
Delaware
District of Columbia
Florida

Hawaii

Idaho

Illinois

Indiana
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Muississippi
Nevada

New Hampshire
New Mexico
North Carolina
Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island
South Carolina
Tennessee
Utah

Vermont
Virginia

West Virginia
Wyoming
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