
FADV.COM Page 1 

Background Screening Job Aid 
How to Adjudicate 

Introduction 
This job aid will outline the steps to adjudicate a “Decisional” case. When a background 
status returns as “Decisional” this will be an indication that a consideration was found on the 
background report that could possibly impact if the person should volunteer for your team. 
The background report will need to be reviewed and adjudicated. 

Compliance Status Definitions – 
Decisional – Consideration found, and review is required 
Eligible - the volunteer meets your criteria or is considered a pass 
Ineligible - the volunteer does not meet your criteria or is considered a fail 

Please Take Note: Your team must be credentialed to have security rights to view the 
full background report and adjudicate. 

Searching for a Person 
Use the People Search feature to locate your volunteer roster. (Refer to Searching for 
Existing People Job Aid) 

1. Click on the name to expand the “Pending” record to display the Background compliance
status.

2. Click on the “Decisional” status to view the details of the order.

3. A pop up will notify you that you will be taken to a new browser window and asks if you
wish to continue. Click Continue.
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4. The Permissable Purpose and Employer Certification Documents are displays. You must
click I AGREE to proceed to the order details.

5. The order details display.	Under Order Actions select “Adjudication”.
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6. The Order Adjudication Override window will open.

Select the “Score Result” and 
“Override Reason” from the 
drop downs.  

Comments may be added 
but are not required. 

Click “Submit” to update the 
Score. 
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7. The Report Status is updated based on your selection. Close this browser
window to return to the screening platform

8. The Compliance Status will reflect the new status based on the adjudication decision.
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