VERSION 1

Applicant Management System (AMS)

What is AMS? Inside This Guide

The Applicant Management System (AMS)is an online portal giving Pg1 Whatis AMS?
you access to all information pertaining to your background check. Pg1 What does AMS do for You?
Pg4 Placing Your Order

Pg é LoggingInto Your Account

What does AMS do for You?

By creating an account with AMS, you will be able fo

Pg 9 Contact American DataBank

Place an Order

View Order Status
Access, Download, and Print Completed Results
24/7 Access to Order History Information
View American DataBank’s Notes for Process Status
Edit Personal Profile

Access Your Account after graduation

VV VYV VY VYV

What You Need to Do

Please read the following instructions and follow the steps to creating your AMS account and placing an
order. In order to create your account, visit your school’s specific background check website provided by
your school. Save this url to your Favorites for future reference.

1. Click “"Create New Account”

ORDERS PROCESSED THROUGH THE

Applicant Management System (AMS)®

Poweneo By Auerscan DataBasx

n Create Your ADB Account @ Log In To Your Account
R:‘j‘“'i“ is free ‘": easy! In order to :‘:’:’* Welcome back to AMS! Click on the button below to
ordering process, you will need to set-up an American be directed to the login screen. You will be asked to

DataBank User Account. enter your username and password to 3CCess your

account.
© View Order Information

© View Order Progress Log In To Your Account

© Print Completed Order Results Anytime

© 24/7 Acoess to Order History Information

‘ Create New Account
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PAGE 2 APPLICANT MANAGEMENT S M

2. Enter in your information and then click “Create Account”

Create a username
that contains at least 8 Step 1:Create Account
characters. Save your . D N N S —
username for future login.

>

What is Identity Strength?

Create Account

ﬁ:recﬂe a password \ UserName:* Social Security Number[111-11-1111
Password:* eesssccce First Name:* John

Note - Password must be 8 characters long, contain 1 number, 1 Middle Name:

It must be at least 8 characters,

COI’]TOII’] .I number, .l COp”’Ol capital letter and 1 of these special characters ~!@$%# Last Name:* Doe
e Confirm Password:* eeesesesee

letter, and 1 of these specific

special characters (~1@$%#). Create Account

Note- special characters listed -

on Number Keys 1-5 and ~.

\ Example: College#1 /

3. To further strengthen the security of your account, select a Security Question from the drop down list and
enter your answer. Remember your answer since this will be used if you forget your password.

Step 2: Enter Security Question -~
* ** * AR RE KA ke Identity Strength: Below Average

What is Identity Strength?

Security Question

You security qestion and answer are a significant component in the strength of you identity. Please select a question and then

enter the answer in the box below. You should save this information somewhere safe where you can retrieve it again.

o

Question: | --select--

Answer: —-select--
What is your nickname for your favorite pet?

What is the sport you wish you could play?

What one thing would you change in this world?

In one word, what is you greatest accomplishment? v

4. Provide additional identifiable information.

* Date of Birth must be in mm/dd/yyyy format. You can also select the calendar function.
* Select your Gender.

>

Step 3: Enter Identity Information

* * * ** * <757 17 <7 Identity Strength: Above Average

Additional Identity Information

Date Of Birth: |\ ddy

[ (mm/dd/yyyy)
Gender: O male O Female
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PAGE 3 APPLICANT MANAGEMENT SYSTEM

5. Enter Communication Information

* Phone Number
e Primary Email Address (School Email)
e Secondary Email (Personal Email)

Step 4: Enter Communication Information A

T o e e e e e i 7 77 Identity Strength: Strong

What is Identity Strength?

Phone:* (555) 555-5555

Primary Email:* student@college.edu
Confirm Primary Email:*|student@college.edu
Secondary Email: myname@gmail.com

Next

6. Lastly, provide your Primary Residential Address and click “Complete Account Creation!”

Step 5: CurrentResidence A

T ¥ ¥ ¥ e Y v v 7 7 Identity Strength: Strong

What is Identity Strength?

Tlp! N ° When enfering dates of

::::::21-*: I11o = residence, use
Country*: [United States 3 MM/ YYYY. format.
[N [COLORADG = (Example: 03/2012)
(City*: City : Zipcode : County
[DENVER : 80202 : Denver 3 ¢ For current address, use
IStart Date*: From:|01/1990 | To03/2012 iz today’s month and
If this is your current address, please fill in the "To" field with the current year on the “To" field
month and current year. Please note that this address will be used for any (EXO m D|ei 03/201 2)

paperwork that is sent by first class mail.

< Complete Account Creation! h

\/

00
A Congratulations! You have created your Account!

* You will receive an email with your login information.
Please save this email with your username and password.

*  With your account, you will be able to track your order and place future orders,
even after graduation.
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Placing Your Order

After creating your account, you will be taken to a page with instructions and how to place your
Background Screening Order.

1. After reading the instructions, click “Click Here to Order your Background Screening”

Click Here to Order your Background Screening @

2. Read the “Terms and Conditions of Use"” and click "I Agree”

3. Select Your Information (Program of Study, Campus Location, etc.)

4. Select the Required Package

Required Package

Selectinstructions
@ Package 1: Criminal Background Check
Base Price:

This packge contains the base price with additional costs based on your residential history. The final
price will be available to you prior to your purchase, but after we have gathered all necessary
information to calculate it.

5. Enter Your Information

The fields will be automatically completed with the information you previously provided for your account.
Review and confirm or change this information.

Username:

Applicant Information

Password":

|Confirm Password': .

First Name: \\X

:_:sﬂlamv: T| | DOn’T forgef 1’0

iddle Name: p : . R

Alssiaiden Name: include any Alias or
Please Note: If you DO NOT have an alias name, leave .
tnis field blank. Only providefyou have used an alfas Maiden Names used
within the last 7 years. .

., o in the last 7 years

Date of Birth: [ororross @amidan)

Gender*: Omale @ Female

Phone Number-: [amn

Would you like a copy of your *: ® Yes, please send me a copy by e-mail.

O No, do not send me a copy.
“Please note, your copy will be sent by e-mail upon
completion of the background report and this may take up
10 10 business days. Help
Email-Address’: angelak@americandatabankcom  Type E-mail address.
angelak@americandatabankcom  Re-type E-mail address.

Current Residential Address

|Address1*: 110 16th st
[Country*: United States v
State or U.S Territory™: COLORADO b/
fcity*: City - Zipcode : County
| DENVER : 80202 : Denver v
IDates at Address*: From[oi1ess 23 Tofosrzotz &3

Ifthis is your current address, please fil in the "To" field with the current
month and current year. Please note that this address will be used for
any papenwork that is sent by first class mail.
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PAGE 5 APPLICANT MANAGEMENT SYSTEM

Placing Your Order...continued

6. Enter Your Previous Addresses for the past 7 years.

7. Confirm Your Order Information.

Please make sure the information you provided is correct.
Once you place your order, you will not be able to change or edit the order.

8. Sign, with your mouse or touchpad, the Disclosure and Release Form.

B Disclosure & Release Form

As san of the applcaton process for pariopaion asdor scoetasce 3t 1 | sndestand Dt they andor |
200 my condct s Bvesigaon of y pason miomaton T iniionn ey Dede Dt 7o ntd o Gt Hatey Rucot

(rom State race, g i
;mmwwmm»w T tcn Exctn Lt ok Aowe/ g Gk

::-a-».. emrirad sthiots mm..u'm__.,..,.w_,.l;:ﬁ Q
f;ﬁwfwmﬂ“%;:ﬂwﬂ”ﬁ*’ﬂi \%Tip! 5 Sign as big as you can
u,m_m"m-:.w.wwwwmmm.mmm = + Please make sure it's legible
putime ot e e — e Don't worry if you don't get it the first
T / time. Just click on tart over

j;lrm Dge O e If you're using a laptop touchpad,

just hold the left button while signing

uu YOUr mouse 1o write your signature in the box above.
fo erase, click o the document icon in'

ight comer)

S
— S
T e
o e e
S ——
rem s

9. Provide Payment

Select either “Pay By Credit Card” or “Pay By Money Order”

ﬂB.n Disclosure & Release Form

Restart Order Pay By Credit Card Pay By Money Order

jart of the application process for participation and/or p at lowa Central Community College, | understand that
and/or its agents may conduct an investigation of my personal information. The investigation may |nc|ude but is not limited
rlmlnal Hlstory Records (from State, Federal and Other Agem:les) SSN Trace Nationwide Sex Offender Reglstry Search

_____________ A~ _(AeEnn

LA mmmenl Comin

“Pay By Credit Card” - After entering your payment information by Credit Card, click "Submit Payment

Restart Order Submit Payment

————

“Pay By Money Order”’ - Please mail payment by Money Order to American DataBank

110 16™ St, 8™ Floor, Denver, CO 80202

©)
©)

Congratulations! Your Order is Complete. You will now be taken back to the loginpage.

(
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Logging Into Your Account

Now that you have created an account and placed your order, you will be able to login to AMS and view
information regarding your order. You will be able to check the progress and access your completed

background check report.

1. Click “"Log In To Your Account”

ORDERS PROCESSED THROUGH THE

Applicant Management System (AMS)®

Poweneo By Auerscan DataBanx

n Create Your ADB Account Q Log In To Your Account
Registration is free amI: easy! In order to start the Welcome back to AMS! Cick on the batton below o
ordering process, you will nesd to set-up an American be directed to the login screen. You will be asked to
DataBank User Account.

enter your usemname and password to acoess your

account.

© View Order Information

—
© View Order Progress ‘ Log In To Your Account ’
© Print Completed Order Results Anytime

© 24/7 Access to Order History Information

Create New Account

2. Enter Your Username and Password

Welcome back to AMS! Please login to your account by
entering your username and password below.

Password:

Forget your password?

Forgot Your Password?

Just click “Forget your password?e”

Answer your Security Question and
reset your password

Enter your User Name and code from the Image
Enter User Name: |John1234

Enter User Name: John1234

Steps for Resetting your Password

er to your security question.
s password in the Password and Confirm Password fields.
3. Clic®Change Password”.

[ype the code from the image What is your nickname for your favorite pet?: [

Verify UserName Enter New Password
Confirm New Password [

Change Password

If you can't remember your security answer, you may click
HERE

to send your password information to the cmail addresses associated with the usemame

American DataBank LLC All Rights Reserved For Client Use Only Created: 03/12/2012



APPLICANT MANAGEMENT SYSTEM

Logging Into Your Account...continued

After you have logged into your account, you will be taken fo the main instruction page.

3.Click "My Account” on the top right of the page.

HOME PLACE ORDER ABOUT US

Instructions

 Initiating your background check is an easy process and should take less than 20
minutes.

Before you begin the process please have the
following information ready:

« Pro Study
You will be asked to select your program of study.

« Package Selection

Please select the background check package for your program on the next page.

tInformation

enter your name, date of birth, social security number, phone number, e-
mail address and current address

+ Residential History
Provide your residential history. Please make sure you provide the correct address
and ZIP Code. Use the United States Postal Senvice forer for
help finding your ZIP Code.

« Payment
Provide payment for your background check by credit card or money order at the
end of this online ordering process

4. Your Profile will have tabs for “Identity” “Residence” “Order History” “ldentity Strength” and “Support.”
You have the ability to view and update information as necessary.

John Doe Lodout
I Home Y\ Identity \ Residence \ Order History \ Identity Strength \ Support N

¥ ¢ v ¥v ¥ v v v 7 o7 Identity Strength: Somewhat Strong

What is Identity Strength?

To place an order, click the "Place Order" link on the
Main Menu bar above.

Welcome to your American Databank Account!

If you have already placed your order, please know that we are diligently To view/Manage your Identity Information, click the
working to fulfill it. As parts of the order are completed, we will send you Identity Tab.
email notifications.

To Manage your Residence Information, click the
Residence Tab.
If you were sent forms as part of your order, please promptly complete

and return them while you are still thinkning about it. This will help give
you a better chance of the searches being completed before the required To understand how to keep your information more
deadlines. secure click the "Indentity Strength” Tab.

To view your Order History, click the "Order History" Tab.

To receive help or view the FAQ, click on the "Support”

Now that you have an account with American Databank, you have the Tab.

ability to easily create orders using your account information. To the right
you will find a few tips to help you along the way.
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Logging Into Your Account...continved

5. The most important and useful tab is “Order History”

By selecting this tab, you will be able to view all orders placed.

Order History
| Order  Institution Order  Order Order Payment Payment Payment
\ 1D Price Created Status Type Status Date
1549 $38.00 3/9/2012 Completed MoneyOrder PaidinFull  3/13/2012
1550 $38.00 3/9/2012 New MoneyOrder  Pending
1552 $38.00 3/9/2012  New MoneyOrder  Pending
ey 1t E| 23456 M Pagesize: 3 ¥ 16 items in 6 pages

6. When clicking on a specific Order, you will be able to view additional information.

Under the “Order Summary” Tab,
you will be able to view

d9-0 =
Home | Inset  Pagelaout  References  Mailings  Review  View  Addns

Calibti (Bady) Ju AW [ e 'I"!ll[ﬂ ’E‘ AaBbccDe AaBbC: Aall
T Nor

¢ Order Information

& Cut
e Provided Personal Information 3 Copy
+  Provided Address Information S . B

(B §-ax, xha-¥-A- [ EEEE S

Document2 - Microsoft Word

mal | TNo Spaci.. Headingl  Hea
Pasagraph i Style|

* Signed Disclosure & Release Form ! :

Under the “Service Groups" Tab,
you will be able to view

* The package and services selected
e Order History

o Notes from American DataBank detailing the progress of your order
e Completed Background Check

Order ID: 1549

Order Summary
Service Results

0 ) brug Screen Only @ Drug Screening 10 Paperless (Q) Completed
Order History
3/9/2012 12:28:25 PM-Order 1549 created in database v

3/9/2012 12:28:25 PM-Order 1549 created in database

3/9/2012 12:28:40 PM-Service Form Created in db, but still needs to be sent:Drug_Screen
3/13/2012 10:46:13 AM-Money Order Payment Received

Tip!

e To view your order results,
click F;]

Your report will open in
pdf format for you to
either save or print.
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Need More Assistance?

For additional assistance, please email American DataBank at ex@americandaftabank.com.
You can also call us at 1-800-200-0853. Our representatives will be happy to assist you.

Business Hours: Monday - Friday 7:30 AM — 6:00 PM MST
Saturday 8:00 AM - 5:00 PM MST
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