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* The resources section allows you to enroll with a background vendor or run a background check on
your employees.

Kimberly Tyson - |-4444 E

Isrc Background Check
Training Council Submit a Background Check order.
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* To enroll with a background vendor, click “resources”.

* Clickthe “Access” Button
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* Type in anindividual’s social security number in the “Social Security Number” field

e Click“Continue”

Industrial Salely

Training Gonncil

ISTc ‘ Social Security Number
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* |f you are not yet enrolled with a background vendor, the following message will appear.

* Click the button for the vendor you wish to enroll with — S2Verify or First Advantage.

An 52Verfy Account is required to perform this service.

| Go To S2Verify Account Croation |
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* Fillin all the required information

(marked with an asterisk) N
e Click “Submit” ot
* Your background vendoraccount = e -

setup will now begin processing.

Billing Addrass

State
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* To order a background Check, click “resources”.

* Clickthe “Access” Button
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* Enter the individual’s social security number in the “Social Security Number” field
* Select avendor from the “Background Vendor” drop-down menu

* Select the package from the “Background Package” drop-down menu

Social Security Number
Social Security Number

This flcid Is reguired
Background Vendor

Background Vendor S2Verify w

‘ S2Verify W ‘
Background Package

Select a Background Vendor

Select a Background Package o
Select a Background Package

eleCl a Dackgroun dCKage W
Graded 2.0

Prior Background Check Report
: Motor Vehicle Report
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* Typein all the required information (identified with an asterisk)

e Click “Continue”

Order Address
Purchase Order Street
Personal City

Social Security Number

123456789
Postal Code
First Name

TOM
State
Middle Mame

Last Name

County/Parish
TEST Y

Date of Birth

114718970

Gender

Unknown W

Please ensure that all information is correct before proceeding. Incorrect information will require an additional background order at your expense.

[

Background Check services provided by S2Verify.
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* Checkthe “l Agree” button
* Click “Next”

* Your background check will now be ordered and begin processing.

SAVERIFY

| certify that the consumer has already been provided with a written disclosure and their written authorization has been obtained.

| understand that this authorized must be maintained for six years. | certify that the appropriate adverse action process will be
followed, where applicable; that this consumer report is being obtained for a permissible purpose, and that the information from
the consumer report will not be used in viclation of any applicable federal or state equal employment laws or regulations, in
accordance with the requirements of the Federal Fair Credit Reporting Act.

Background Check services provided by S2Verify.
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* The “Admin” section allows you to edit your company profile.

 The “User Permissions” tab allows you to modify users for your account.

* The “Non-Council Training” tab allows you to add company-required courses not managed by
ISTC.

 The “Bundle Management” tab allows you to manage your current bundles.

Kimberly Tyson
@
Industrial Salely
I STc User Permissions
Training Counell
Manage Users Show Inactive Users Add User
Cust Tralnl
ustomer . ar.l ng v Manage User -A!:ﬂvﬂ
oustomersaniceaistcnat
Kl
! mberly Tysf:m v Manage User -Adim
kimberytysonistc.net
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* To add an individual to your account, click the “User Permissions” tab and the “Add User” button at the
top right of the screen.

* Enter all of the required fields

* Select the Users permissions
* Click “Save”

User Permissions

Manage Users Show Inactive Userg
First Name Last Name Title m
Email Phone Number
Admin User Training Registration
Training History View Employees
Roster Edit GateCheck for Contractors

Cancel D
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* To modify an existing user’s profile,
select the “Manage User” button next
to the user you would like to update.

User Permissions

* Make the necessary modifications to

Manage Users Show Inactive Users Add User
the prOfile First Name Last Name Title
* To deactivate a user, click the v——
“Active” button at the top right of e
user profile. This field will now oo ) S——C
turn grey and show Inactive. ronnorisors [ vewenperees [0
. Roster Edit n
e Click“Save”
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* Inthe “Non-Council Training” section, you can add any additional courses required by your
company that are not managed by ISTC. These courses are for record-keeping purposes only.

* To create a course, click the “Add Training” button.

* Enter all the required information (name, code, expiration, description)

* Click“Save”

Nen-Counclil Training

Manage and Add Your Own Training

Tralning Name
Training Code

Does This Course Explire? Explration Perlod (Months)
Yes © No

I;' Description

15
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* To add this training into an individual's
training history, click “Roster”.

(2) Scheduled Courses/Services

ISTC SOCIAL SECURITY VERIFY
[])  course Code: 0955V
Scheduled Date: 02/11/2025

SAFETY ESSENTIALS
Course Code: SE-SAFE

Q Scheduled Date: 02/11/2025
Course Length: 3 hours

 Select the individual from the
employee list

T-1DEMO 1
* Click the “Add Training” button () Upcoming Explrations
* Select the training program from the (1) Course History
“Non-Council Training” drop down sarery EssenTiaLs
G e
m e n u Training Date: 03/18/2024

* Pick the date the training was
completed using the calendar ot et ey e e

link

Viewing Curren t W a Export

 Upload a certificate if needed | Nor-Gounch Training Date Taken

Select Training

Expiration Date

* Click the “Add Training” button Upload Certfcate

16
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* The "Bundle Management" tab lets

you manage existing bundles or

create new ones.

Manage Your Bundles

* To add a new bundle, click the
“create Bundle” button.

* Search for the course you want to
add in the "Search Courses and
Services" box and click “Add Course”
next to the course

Search for courses and clinic services to add to a bundie.

Search Courses and Services Name Your Bundle

air

e Enter a name for the bundle in the

“Name Your Bundle” field. e

p— AIR LIGUIDE ANACORTES ASU AND SMR

* |f needed, select the option to M
include Safety Essentials in the D e o g4 e
bundle. T ———

L coteramec ~+ Add Course

Longth: 45 minutes

+ Add Course Include Basic Plus

{J

e Clickthe “Save Bundle” button ) AR UGUIDE BAYPORT CoMPLEX VSITOR v
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* To modify a bundle, click the “View Details” drop-down and select the “Edit” button.
e Search forthe course you would like to add and click “add Course”.
* You can update the bundle name and choose whether to include Safety Essentials.

* Clickthe “Save Bundle” button to save your changes.

Bundle Management

Manage Your Bundles Create Bundle

Safety Essentlals

- SE-SAFE f SE-SAFER

3 hours 1.5 hours

18
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* Toremove a bundle, click the “remove” button next to the bundle.

* Click “Remove” in the popup window

Bundle Managament

Manage Your Bundles

Create Bundle

Safety Essentlals

' Courses: 1 w View Details | X Remowve
Clinic Services: 0

Close X

Remove "Safety Essentlals"?

Once your bundle is deleted you will no longer be able to use it
during registration.

Cancel Remove

19
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 For more information, please visit our website at www.istc.net, where you'll find resources such
as training videos.

* You can also reach our customer service department at customerservices@istc.net or by calling
(409) 724-2565.

20
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