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VIEWPONT NPSCREENING

Ordering Your
Background Check +

GO TO your School's Landing Page on Viewpoint Screening’s Website:
https://www.viewpointscreening.com/nwtc

Cl.iCk on \'/NQ_RTH EJ\ST vIEWPONT NP SCREENING

Start Your
Order

Choose your
program.

It will expand to
show you available
packages.

Click on the
package titled
"Background Check
+ Health Portal"
Under YOUR
PROGRAM.
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Terms gf Usa@and Refund Policy
Please review the TEETSIERG CF 7 i3

@ Once you click on the link, you will be
taken to a package summary screen.

Once you review your package and the
terms of use policy, click the button to
acknowledge and hit NEXT.




6 BID PROCESS: VIEW BID FORM

o BID form looks like this (to the right), is an
electronically fillable form, AND IS THREE
TOTAL PAGES. In order for us to obtain
Wisconsin background check information:

You must FILL OUT the BID form (electronically
fill the form out completely, including initials)
SAVE BID FORM TO YOUR COMPUTER
UPLOAD BID FORM (upload this form back onto
Viewpoint Screening site)
You cannot/will not be able to proceed with your
order until this form has been completed and
uploaded back to our site. SEE BELOW.

Upload Release Form

‘ | When you complete
UPLOAD BID h.ere AFTER the BID form, DON'T
you complete it and save Nt o sUre t FORGET TO INITIAL,
It to your computer signed and dated t
INCLUDE YOUR
NAME, AND DATE.

Mwﬂl} the following statement.
) | have completed and reviewed this form (F-82064, BID) and affirm that the information is true and correct as of today's date.
N¥we="Parson Completing This Form Date Submitied

ENTER YOUR NAME HERE PUT THE DATE HERE




Complete the APPLICANT Applicant Information

INFORMATION and address
sections as prompted. e T

[ ’
Please Nogs: WG DO NOT have an alias name
eave thiz NSQLVE
used arNgEN® Yithin the last 7 years
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Flaac®ote: If you DO NOT have an alias name

e Complete payment section.
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[United States

Log in to Your Account

Once your order is complete,

you shou.ld be takgn to a screen NEXT STEPS:

to like this to the right. Youvilloeaucmatialyogged no youraccountonce ou L. HEALTH PORTAL:
Follow instructions on

Your username will be the email the following pages to

you used to set up your account. T - view your Health Portal
requirements (to

Change password here, and it upload documents).

will log you in to the Viewpoint
System.




TOLOGIN

Go to
www.viewpointscreening.com

View your HEALTH PORTAL REQUIREMENTS

Now you are logged into your Viewpoint Screening Account.
This is your Dashboard. Click "Health Portal" to VIEW requirements.

. Dashboard
VEWPOINT\PSCREENNG

A BETTER POINT OF VIEW

Right Hand Corner:
LOG IN

() Logout

Ll Dashboard
=
3,

View Results

* Health Portal @ Health Portal Messages

Click here ifyou _\D'_ Place New Order
forget your username
or password to
request to have it
emailed to you.

7] Health Portal

%, Drug Testing

HOW TO SEE REQUIREMENTS & UPLOAD DOCUMENTS

To VIEW YOUR GUIDELINES
(what to do) for a particular
requirement, click on that
item's "Requirement
Description."

> What to Upload
: CHES Form S
» Ovenwrite/Remove 3 = Document

gequirement Description

> Wbﬁwﬂiﬁlnﬁﬁ HEALTH
OSHA ! Bloodborne Pathogens Training PORTAL ioac
Requirement Description Docurméent

CHES Form Due Dale
Requirernent Description

Health Portal
This section has FAQ's and helpful information -
please READ IT - it will help!
10 e, 1f your POF Nk is larger than 10 mb, please gick hete to comgee

~ Acceptable Files \

Fibe Sizes The macrmum file st 0 can be uploaded & 1

Fibe Types: [mage fies {jpeg, b

Submit a copy of the signed CHES Form

This is ‘Form C’ fram the Waorkforce Development Board website: hitps: (fwd

READ the full guideline to make
sure you provide the right
documentation.

Viewpoint Screening does not
create your requirements.
The school communicates
requirements to us. Our role

Hck herg for the CHES farm

Guideline Description Box

From here, you can:

o View the guidelines for what to upload

e See importantinstructions

e View & download school forms

e Upload afile to correspond with this
requirement

is to veri@y documentation.
Make sure your name is visible
oh the document (before and
AFTER upload).




How To UPLOAD Requiiélnl}le:t}l:):;:]ripmn 81011202 Upml# ument
A DOCUMENT

When you have the correct This is ‘Form € from the Werkforce Development Board website: hi
document available, you are Click hare for the CHES form

: CLICK either of these places
ready to upload it to your r to upload a document
Health Portal.

Submit a capy of the signed CHES Form

Once the document has been successfully uploaded, a new button will appear

. . . date document action

in the Row of the item with the DATE UPLOADED. upload status date
column column column

Upload New Document

Docu

- =
B £ B Uploaded
Requirement 0 o . : Y

Is my document Documents are reviewed in 24 hours, or in 1 business day if submitted on
kends. Once reviewed, every document is either APPROVED (and marked
rov rnot ' ’
app o ed o 2 o green), or NOT APPROVED (and marked red), with a date stamp of review.
approved? o
L]

- Socument How can I see Always CHECK what
Upload Mew Docurment Up < p what I uploaded? you uploaded.
= _ « lIsittheright doc?

v s my name visible?
Upload New Document

If a document is NOT APPROVED, you will receive an email notifying you with ‘v
the reason for the rejection. This information can also be located at the bottom q

of your Health Portal listings under "HEALTH PORTAL MESSAGES." . . .
You will receive a general reminder
email once weekly until you have
reached full compliance for all of your
documents.

Support

Health Portal Messages g

04/20/2022
biah bikjzhadfk

04/08/2022

Hepatitis B - Please make sure to include your name on ] 9 oo
07/22/2021

You did not provide the comect dooument.

Email us at:
studentsupport@viewpointscreening.com

Instant Chat - bottom right hand corner at
12/01/2020 ViewpoiptScreening.com
C?R Certification - You have d & non-BLS {Basic Life Supy 1) certificate. Pleass submit 8 BLS cemificats in arder to gain ap wal. Monday . Frlday 9am- 5pm EST.




