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BACKGROUND CHECK
ORDER INSTRUCTIONS

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

Click on 
'Start Your Order'

Choose your
Program.

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

Package
Summary

Go to
School Page

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

Then click on the "Background
Check" package link.

https://www.viewpointscreening.com/westerntc


Complete Page 1, and hit NEXT.

It will be easier to do this on a
computer, but If you are completing
the form on your phone, it will be
best to rotate it to landscape view.

You will likely choose “Student / Volunteer 

Scroll down
to fill in all

fields.

The state of Wisconsin requires a completed
BACKGROUND INFORMATION DISCLOSURE (BID)
form for an individual that wishes to obtain a
Caregiver Background Check.  The form must be
filled out correctly or it will be rejected.  
Viewpoint Screening has created a form wizard to
assist you in completing the BID properly without
omitting required information.  Please follow the
steps outlined here to complete your form.

Click on this button to start the BID form filler

Answer all questions on Page 2,
scroll to the bottom, and hit NEXT.
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If you need to list previous criminal records,
please provide the COUNTY AND STATE of
charges to avoid extended delays in processing.

If you need to list previous ADDRESSES, please
provide the COUNTY AND STATE where you lived
for fastest processing.



Click the link to check your
document for accuracy.

After you review, if you see any errors you can fix them at the “Fix Document” link

Your completed BID
form will open in a
SEPARATE WINDOW
for you to review.

Scroll through your
document and check
for accuracy.  If it all
looks good, you can
close this document
preview window.

Window 1 Window 2

You did it!  Click continue to finish
ordering your background check.

Answer all questions on Page 3, scroll
to the bottom, and hit SUBMIT FORM.
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YOUR INITIALS, FULL NAME, AND DATE OF
COMPLETION ARE ALL REQUIRED.



Complete the APPLICANT INFORMATION
and address sections as prompted.

Log In to Your Account
Once your order is complete, you should be
taken to a screen  like this to the right.
 
Your username will be the email you used to
set up your account.

Change password here, and it will log you in
to the Viewpoint System. 
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Once you have completed the
BID form, you’ll be returned
to the Applicant information
screen.

Complete payment section.


