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Self Service Portal
You will be given a URL for your organisation to send out to applicants, when the
applicant opens the URL in a Web Browser they should see a screen like this:
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When the applicant selects “Yes” they are accepting the terms and conditions
(providing informed consent) and the system will take them to the next screen, if
the applicant selects “No” it will take them to a screen that directs them to contact
your organisation.
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ABOUT U5 WHAT WE

Do

FEATURES VERIFY & Contact

CHECK

Enter your details

You must nominate the type of check that you are applying for:

Type * [Phearor SeiecT A check Typel

Ruasan for conducting the chack #  FTovide detalls of the pasition you are applying for. How much contact yoel will have with
wainersile pecple. your job Title and the job locstion. eg. ko oonlac with wadnerable
peopls, deaner. public schal
Interaction with children of vulnerable peogple *
Supervised conticl with vuinerablle people
Ursuperdsed contsct with vuinerable people
Mo cortact wilh vidnerable people

Job Tiche *

Job Location *

Total characier court: 43756

Identity dbor or Emplhoy
Mumber (i known)

The applicant will be presented with a screen that asks them the type of check
and the reason for conducting the check.

If you have a requirement to specify the reason for conducting the check, we do
have the capability to enable a drop down menu as displayed in the example over
the page.



NOTE
The drop down list is controlled and populated by your organisation

B S T @ i wvevTimcheoicongau oo, TC staff intema B -« @ g O + nEo s

Enter your details

You must nominate the type of check that you are applying for:

Typa * Paid Stafi Member =

Reason for conducting the check  Frovide detaits of the position you are applying for. How much contact you
- will hawe with yulnerable people, your jobs Title and the job location, &g

Mo contact with vulnerable people, cleaner, public school

Please seloct... *-l

Dty Marscep' with o oMt with wirsiabe

N fr
Sec-tlnn 1 g Personu} Rscentionst 5t AP Unsubeivaed (oot with vuneghs panom

Mames by which | am, or ever have been, known including Alias (A), name
change by Marriage (M) or previous name change by Deed Poll (P)

Cusrant Mama (1ha noms by which you are cameatly knownl®

Surname

Given Name =

NOTE
If you have an organisational need to capture student or employee identity
numbers we can enable that field in the self service portals.



As the applicant progresses down the screen they can add additional names if
required by selecting “add additional name”.

MNames by which | am, or ever have been, known including Alias (A), name change by
Marriage (M) or previous name change by Deed Poll (P)

Courresst Hommes (tha s by wihtich Yoo s mamsnily knoss] ™

Surrasme * Hoirmes

Gebwesn Pasirme * Sheriock »

Middile Mame{s]

Daher { jrEviin Adees =

Mimmss Types * -
Surname *
Given Name *

Middie Mame{s]

! Birth Details

Gender * w
Dute of Birth ity
Ry Tow of Birth *

Country of Birth * Pl SEeiT w

Contact Details

Home Fhone J

Work Fhone

The system will allow for up to 10 names to be entered.

The applicant then completes the additional details and clicks submit at the
bottom of the screen.



Once the applicant reaches the bottom of the screen they need to select “Submit”
to progress to the next screen.

Any omissions will be highlighted for correction before proceeding.

subsnitted detals,

Permanent Residential Address Over Last Five Years

For each addness listed please indicate as diose as possible whiat date you resided there Sroorand T
The Afoadf) s expecied fo be reasonably dose (parmicuiarty for urent and reCent Sodressesh
Currend [iwwsbeninl Addres®

Street 10 Balcer 51

leroer the ifess numEssy snd rdme |
Subarh * Blackinrn
Saate * WiC w
Postcode nm
Country * ALSTRALLA
From 03 - Morrth (I knwn) ¥

Ta® R w Wby [IF kv s

ou hutve 30 iirules 6 cofmplete the regue fof dheck prooesd.
It youl are unable to complete detalls n This Bme, your apglication will lapse.

oo

¥ C1IFMT i DG



Once the applicant selects “Submit” they will be taken to the confirmation page.

-T\-:‘.i,'-'_ﬁ} et v crmcheckargan il ood B e @ Gl B CimCtect Sk - Home - _ -

ABOUT S WHAT WE FEATURES FAQ VERIFY A CLIENT Contact
Do CHECK

Confirm and Pay

Tirme Fermaining 10 complete this page: 28 min 57 sec
H ol complisted in Brme. you may e B with pyment processing oF need 1o soply again

e Quantity
You e MLl Polde Chech { 5000 - SRRSO AR =

D Docurmnent Upload Verification

Upaad DECUTHTIE 03 YRIT TR GHETMRY DRENE

Emuil POF chedc result cermficats &

TR thel Ban b recens @ Bl o OF pout Hetoeall Criffena! History Cerledile via £rds

| Continue |

wh

— —
On this screen they will be presented with the options that you have enabled on

your account such as:

Identity upload (allows the applicant to upload documents directly into the
system so that you can view them online).

Email PDF check results (emails the applicant with a copy of their certificate when
results are returned).

Credit card payments (if you have elected for the applicant to pay for their own
check this will be presented on the Confirm and Pay page).

NOTE
In this example the organisation is paying for the check so there is no credit card
option available.



ID Document Upload

I-’-"’ Ehﬂw--rmmiu;fp'iﬂ [E CrmChect-Seaft = Home- . = (88

ABOUT S WHAT WE FEATURES FAQ VERIFY A CLIENT Contact
Do CHECK

Confirm and Pay

Tirme rernaining 1o oomplete This pages 34 min 30 56
M not complited in Bme. you may e s with peyrment procesting o need 1o soply again

e Guanticy
You e MLl Polde Chech { 5000 - SRRSO AR =7
D Docurmnent Upload Verification o

Upaad DECUTHTIE 03 YRIT TR GHETMRY DRENE

Emuil POF chedc result cermficats &
T [Fird Bt b FPPned i Sl vETSas oF poud Hatv'al Crifvna! History CRsedls via Frids

| Continue |

Once the applicant clicks on continue it will take them to either a page to upload
their documents or if they have left it unselected then it will take them to a page
where they will be given the option to enter their drivers licence/passport details.



On the document upload page they have the option of using webcams or smart
device cameras to take photos or upload documents from stored images.

U B g s cnmcheckongae e ion 2 @S | [ Ede Check+ Criemcheck

Otiher Detiails

N DL Lioaed

Take your photo here for biometric idertity verificaon.

Wi will e 1o peenit acoews bo your devices” web / front-facing camera

Cinby allow acoess &ach Time you veant 1o Lake a photo.

Pieasr ervsure your face i cearty wiahibe

- Femgve glasses OF other ibems that may be covering parts of your face
Ensise hsir 6 nol covering parts of yoor Iate

- there will be an option 1o “Re-Capturs” the photo

ek Upload Photo once done [this vl tum ol the carmiens)

Pisase upHead WU 0eniEy SOCLETMAICS {LED T4} 1sing the fonm below.
Nete: Cidess document & automatically renlaed’il dooument uplodd count is exosecied

Sebect file e,

Uplaad Document




As the applicant continues to load images they will populate at the top of the list,
once they have uploaded their documents they can select “Continue” and
proceed to the “Thank You” page
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Upload Docuemient
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Thank-you
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Both the applicant and your organisation will receive an email whoich indicates if
the applicant has uploaded documents, the example below shows they have
uploaded documents.

If the applicant has not uploaded any document the email template sent will
provide them with instructions on where to send their Identity documents.

Online form submission received - Message (HTML)

Message Adobe PDF 2 Tell me what yr'ljj want to do...

m p :
b B o E1 Contract Email ¥ = 5% Mark Unread P
(Rl (3= [Bor a
. [% .. Rﬁ‘le Fted © E1 Chisholm Tafe - - .ﬁﬂ] H. Categorize * - 53 - Zq
& - elete eply ;r.llly orwar E-E' E'Tertiar:,f educati, = ?ve D'av > Follow Up - ran's ate [:? . oom
Delete Respond Quick Steps ] Maove Tags 1 Editing Zoom A
Wed 3/10/2018 938 AM
CrimCheck Staff <admin@crimcheck.org.au>
Online form submission received
To  Admin S
Hi Sherlock
This email 1s to confirm we have received vour application for a Nationally Coordinated Criminal History check and
uploaded documents
Thank vou for lodging you check
Please note that as part of a National Police Check, we are required to confirm your ID provided is satisfactory. Once we
have reviewed vour ID we will submut vour check or contact vou if we require further information.
If vou have anv questions please call us on (03) 9955 0300.
Regards,
CrimCheck Staff
Reference: 507578-SSEEWOK4KO
Form details:
UNPAID
Check Type:  Volunteer/Student
Check Purpose: Manager. Melbourne. Supervised contact with vulnerable people
Current Name: Sherlock Holmes
Sex: Male
Date of Birth:  7/10/1901
Home Phone: 0399550300 -

In this instance once your organisation receives this email thay can see in bold
that idenity documents have been uploded so the check is ready to be reviewed
prior to lodgement.



Processing the check

Once you have located the check you will be presented with the following screen:

0 Eufersa Form
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When you scroll down the page you will see the uploaded documents page.




B Posice Check no. 50730 - £« (88
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When you click on the file name for each uploaded document it will open the
pictures in new tabs on the current browser




If you review the uploaded pictures and decide that they are unsuitable you can
request new pictures to be uploaded by selecting the “ID insufficient” button
located below the Uploaded Documents section
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Once you click “Send notification to applicant via email” the applicant is sent an
email providing instructions on how to upload their ID or alternatively send an
email to your organisation. An example of this email is below:



Insufficient identity documents supplied - Message (HTML)

Q
¥

Tell me what yrljj want to do...

x ?__a @ ﬁ% m I:|C|:|r1tractEaiI ;‘ E= 5% Mark Unread % ﬁ_ Q

o S =3 Chisholm Tafe |- M 5 Categorize~ o ,
- Delete eply Reply Forward 5 - . . _ ove ranslate oom
& Al Eg EJ Tertiary educati.. |+ . R~ ™ FollowUp~ = [y ~
Delete Respond Quick Steps [P Move Tags [P Editing Zoom A

‘Wed 3/10/2018 9:57 AM

CrimCheck-Staff <admin@crimcheck.org.au>

Insufficient identity documents supplied
To  Admin
Hi Sherlock,
You recently submitted a police check application with CrimCheck-Staff.

Having reviewed the documents supplied, we have determined there is insufficient detail to meet the identification
requirements.

You are still able to supply additional documents, or a new set of documents, 1n order to complete your application.

These can be supplied via:
- the website on this URL: https:/'www.crimcheck org av/check/ccstaff/other/507578:450SGCCE0G

- email sent to this address: admin@crimcheck.org.au

- Of i1 person

Across all your supplied identity documents you must include:

- one with a current photo with an unobstructed view of your face
- one with yvour current name as provided on your application

- one with vour date of birth

Once vou have uploaded vour new documents please send us an email to advise that vou have made another attempt at
admin@crimcheck org.au

If you have any questions, please contact us on:
admin@crimcheck.org.au
or

Regards,

CrimCheck-5Staff

The system will also update with the date a reminder was sent to the applicant:
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Completing the check

Once the applicant has supplied enough identification documents, you can
process the application by completing the identity verification pages and lodging
the check.
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