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Ordering Background Checks with Verified Volunteers 
Background checks are ordered in several ways: 

From the Admin > User Profile 
1. From the User Profile > Volunteer Tab 

 

2. See the Background Checks Panel 
a. Create a new Background Check 
b. Resend the Background Check Email to the volunteer 

 

From More > Tags 
1. Tag users that you would like to order background checks for 
2. Go to More > Tags 

 

3. Select the type of background check to order 
a. Note: the system will let you know if there is an existing order for any of the tagged users. 
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From More > Background Checks 
1. Go to the Background Check screen 

 

2. This screen will show all users that have had a background check ordered. 
3. Click on the status filter to view background checks by status 
4. Clicking View Statuses will provide a description of each 
5. Click New Background Check to order a new one for a single user 
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Admin Home Page 
The Admin home page will display up to 10 background checks needing review and close to expiration/expired. 

 

 

 

 

 

 

Link to VV Review 

View All ‘Needs 
Review’ Background 
Checks 

Re-order Background check 
or Dismiss Alert 

View All ‘Expiring 
Soon’ Background 
Checks 
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