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Background Screening Job Aid

Placing Orders and Populating Roster  

Introduction 
This job aid will outline the steps to place orders and add volunteers to your roster in 
VolunteerForce. 

Adding People 
To order a background screening on an individual, you must add that person to the system. 

1. From the People page, click Add People.

2. Enter information for the new volunteer on the Personal Information screen, being sure
to complete all required fields. Make sure all information is correct and click Next.
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3. The pricing for the packages displays. Select the Screening Package for the volunteer
and click Add to Cart.

4. The order summary displays in your cart. Click Checkout to complete the transaction.
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5. The payment method screen will display. Enter the credit card information and click
Next.

6. The confirmation displays. The volunteer is immediately added to the roster. The
volunteer will receive an email immediately requesting to complete an online profile. (see
Step 7 for a sample email)
NOTE: Your credit card will be charged at the order completion.

Click Return to People or Create a New Order.

Note: Saved Credit Card 
information can be edited 

under Administration > 
Your Payments. 
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7. The volunteer will immediately receive an email requesting they complete an online
profile. Once the profile is submitted, the background order will begin processing.

NOTE: Be sure to notify the volunteer to watch for the email. If the volunteer does
not receive the email, have them check their spam or junk folder.
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