
Completing a Full Criminal 
Background Check (CBC) on 

ViewPoint 
Step-by-Step Guide 



Go to the ViewPoint Website 

❖ Go to, https://www.viewpointscreening.com/uww , this link is also available in your Canvas 
assignment 

❖ Click ‘Start Your Order’ Click "Start Your Order" below and you w il l be directed through t he application process. Once 

your order is submitted, you w ill receive a confirmation email containing a password to log 

into viewpointscreening.com. When your background check is completed, you can view/ print 

a copy at v iewpointscreening.com by entering your email address and password. Results are 

typically completed within 3-5 business days and w ill also be available to your school. 

Start Your Order ➔ q _1 __ 
View Your Results ➔ 

Student FAQs ➔ 

Disclaimer ➔ 

Contact ➔ 

https://www.viewpointscreening.com/uww
https://www.viewpointscreening.com/uww


Start Your Order 

❖ Select the option ‘New Undergraduate Admissions/Office of Field Experience’ 
➢ Graduate students in the College of Education and Professional Studies should also select this option. 

Start Your Order 

[:1) New Undergraduate Admissions/Office of Field Experience 

(b~ Camps and Conferences 

Communication Sciences and Disorders 

O.J Counselor Education 

~ Graduate Business Programs 

0 Special Assignments 

~ Student Assistance 

-



New Undergraduate Admissions/Office of Field Experience 

❖ Click ‘Background Check’ if this is your first time completing a full background check in 
ViewPoint. Click ‘Recheck Background Check’ if you have already completed on. 

:D: New Undergraduate Admissions/Office of Field Experience 

⇒ I Background Check 

Recheck Background Check 



Placing an Order 

❖ Click ‘Confirm’ 
❖ Read through the Terms of Use and 

Refund Policy 
❖ Click the box stating  ‘I have read, 

understand and agrees to the ViewPoint 
Screening Terms of Use and Refund 
Policy’ Then click NEXT. 

⇒ I 

The College of Education & Professional Stud ies at Un iversity of 
Wisconsin-Wh itewater requires the fo llowing background check to be 
per form ed 

• Wisconsin DOJ & DHFS Careg iver 
Background Check 
• Wisconsin Circu it Court Statewide Criminal 
Records 
• Cou nty Crim inal Records (7 year history. all 
jurisdict ions outside of Wisconsin) 
• Nationwide Crimabase 
• Federal Criminal Records 
• Nationwide Sexual Offender Regist ry 
• Address History / SSN validat ion 

$48.00 

Terms of Use and Ref und Policy 
Please review the Terms and Condi ti ons of Use ca refully below. 

l ast Updated: 1/9/ 2024 

These Terms and Conditions of Use (Terms of Use) contain imRortant information 

~gard ing both your and Viewp,oint Screen ing~nL__righn,_____Q_)tligations,~ 

remedies and cover your use and access to the F!roducts services, software> 

I 

ree to the ~point Screeoing..Ie.r.ms..Qf 



Complete Release Form 

❖ Click on the box labeled ‘Click to Complete Required Form(s)’ 

Com1plete, Rel 1ease Forim 

I 1 o rde to obt ain Wisco 1sin backg round c eek i fo m at ion , it is requi ed 
that you complete a Bl D Fo m . 

T 1is is an a uto rnated process.Viewpoint Screen ing has crea ed a electron ic 
sys em t hat w ill allow you t o easily comp lete the B D form. You w ill provide 
your personal data and ansvver a ll quest ions wi th in a se a a e inte f ace. You 
wi 11 ot be a le o move fo rward if a 1y f ie lds a e left b la • k. The dat a provided 
wi ll au om at ica lly e t a 1sfe • ed to f ill in he req u ired BID orm. 

( C Ii ak to Co nn plete Requir,ed F mm( s) J 



Background Information Disclosure (BID) form Page 1 of 3 

❖ Select ‘Student/Volunteer’ 
❖ Enter your full legal FIRST NAME 
❖ Enter your middle name 
❖ Enter your full legal LAST NAME 
❖ Enter your date of birth (DOB) 

➢ Must include the slashes 
■ EX: 01-01-2000 

❖ If you have had  any previous names, 
including prior to marriage, type in the 
names 

V IEW POlnT \P SCREEnlnG @ 

3 Pages . 2 

BACKGROUND INFORMATION DISCLOSURE (BID) FOR ENTITY EMPLOYEES AND CONTRACTORS 
PENALTY: A Pff'5Dn 'MIO provides fw information on this form may be subject to forfeihnand sanctions, as provided In Wis. Stat§ 50.065(6Xc) and Wis. AdminCode § DI-IS 12.05(4~ 

Completion of this form to llerify yoo, ellgibil~ t/servlce as a "ca,egtver" is required bvWls. Stat§ 50.065 and Wis. Admln Code ch. DHS 12. Falt.re to complete this form~ resiJt In derial or tennN.tlonofVoAJJl employment. contractor service agreement. 

Refer to DOA fDffll F-82064A. lnstnJctions. for information. 

Check the box that applies to you. 

Q Applicant/ Employee 0 Student/ Vohmteer Q Contractor Q Other 

Specify 1fyou selected Other 

NOTE:ThisformshouldNOTbeusedby~forentity~torapproYal(liceose,certffication,registratiooorotherDHS~arbventltiesr~gapprovalfor<ll'!iodMdualtoresklelnentityfacilitiesasanon-clientresident.Applicant:sforentityoperatorapprovalorfor 

a. non-dent resident background check must request an entity bad(ground chedc from the Division of Quality Assuance. 

I Full Legal Name - First I Middle 
-------------------~ 

last 

Other Names (mcludmg prior to marnagel 

I Position Titfe (applied for or e1ostmg) 11 m!J Birth Date (MM/00/YYYY) 
~------------------~ 



Background Information Disclosure (BID) form Page 1 of 3 

❖ Scroll down 
❖ Select your sex 
❖ Enter your HOME ADDRESS 

➢ Address, city, state, zip code 
❖ Click NEXT 

Sex 

0 Male O Female 

[.__H_om_e_A_dd_r_es_s __________________ _, ,__c_,tv ______________________ _, [,__st_a_1e _________ __,J [.__z_1p_c_od_e ________ __, 

Business Name and Address - Employer (Entity) 

3 Pages 

~ 

2 3 



Background Information Disclosure (BID) form Page 2 of 3 

❖ Answer ALL 7 questions HONESTLY by selecting Yes or No 
➢ If you selected Yes, provide all required information 

❖ Once ALL 7 questions are answered, Click NEXT 

If Yes, hst each state and the dates you res,ded there. 

6. Has any government or regulatory agency (other than the police) ever found that vau abused an elderly person? 

Q Yes 0 No 

If Yes, expla,n, ,nclud,ng when and where ,t happened. 

7. Do vau have a government issued credential that is not current or is limited so as to restrict vau from providing care to clients? 

Q Yes 0 No 

I 1f Yes, explam, including credential name, lim1tatmns or restnct1ons, and time penod. 

3 Pages 

~ PREV ~ 



Background Information Disclosure (BID) form Page 3 of 3 

❖ Answer All 7 questions HONESTLY by selecting Yes or No 
➢ If you selected Yes, provide all required information 

❖ Once All 7 questions are answered 
➢ Type your full legal INITIALS 
➢ Type your FULL LEGAL NAME 
➢ Type the date you are completing the form 

■ Include slashes   EX: 08/20/2025 
❖ Click ‘Submit Form’ VIE W POlnT \P SCREEnlnG ® 

7. Have you ever requested a rehabilitation review with the Wisconsin Department of Health Services, a county department. a private child placing agMCy, school board, or DHS•designated tribe? 

Q ve,; 0 No 

tfYes,llsttherevleWIY.trvidthe:m,iewresult.YoumaybelSkedtaprovlde.acopyofthertwWdedslon. 

Provide the requtred information if the answer was YES 

RodandlnltlalthefolloM,gstiltemeflt. 

l~completed¥id~thlsf-onn(F.$2064,BIO)¥idilffwm~thot'lrl~tionlstrve¥idcorrectil5oltod¥{sdm. 

[p r fl'"' LL 
3 Pages 

~ nr """""'--' ~ 08/20/2025 

-



Double Check the BID Form 
❖ Click the first link to double check the information is accurate on the BID form 

➢ This will open as a PDF in Adobe 
❖ If the information is accurate, click ‘CONTINUE’ 
❖ If the information is inaccurate, click ‘FIX DOCUMENT’ 

➢ This will take you back to the BID Form where you can update your answers to ensure accuracy. 
❖ Once all information is correct, select ‘CONTINUE’ 

VIEWP□lnT \P SCREEnlnG @ 

You're Almost Finished ... 
You must check the document for accuracy 

Check your document for accuracy by clicking on th is link: 

BACKGROUND INFORMATION DISCLOSURE (Ifill) FOR ENTITY EMPLOYEES AND CONTRACTORS 

Fix document 

If you have confirmed that everything is correct, please Continue. 

If the document is not filled out correctly, your Wisconsin background check will be cancelled and you will be required to place a new Wisconsin order at the cost of $5.00. 



Applicant Information 

❖ You will be brought back to the page where you first opened the BID 
Form 

❖ Now complete all fields under ‘APPLICANT INFORMATION’ 
➢ Legal First Name 
➢ Legal Last Name 
➢ Middle Initial if applicable 
➢ ANY aliases/maiden names you have 
➢ Social Security Number (SSN) 

■ It provides the dashes for you 
➢ Date of Birth (DOT) 
➢ Gender 
➢ Phone Number 

In order to obt ain Wiscons in backg round check inform at ion, it is requ ired 
that you com plete a BID Form . 

Th is is an automated process. Viewpoint Screen ing has created an electron ic 
system that w ill allow you to easily complete the BID form. You w ill provide 
your personal data and answer a ll questions with in a separate interface. Yo u 
wi II not be able to move forward if any f ields are left blank. The data provided 
w ill autom at ical ly be transferred to fi ll in t he req uired BID form. 

The fol lowing PDF wi ll be attached to your order. 
Click to View 

Applicant Information 

Do not p lace an ord er on someone's beha lf. Th is form must be fi lled out 
by the ind ividua l who requ ires Viewpoin t Screen ing services. 

Middle Name 

Alias/Maiden Name l 

Alias/Maiden Name 2 

Alias/Maiden Name 3 

Sod !Sec • 
/11.YrnJ;fil_; 

~ oe 

Please Note: If you DO NOT have an ali as name, 
leave th is f ield b lank. On ly p rovid e if you have 
used an alias w ith in the last 7 years 

Please Note: If you DO NOT have an ali as name, 
leave th is f ield b lank. On ly p rovide if you have 
used an alias w ith in the last 7 years. 

Please Note: If you DO NOT have an ali as name, 
leave this f ield b lank. On ly p rovide if you have 
used an alias w ith in the last 7 years 

Cill:::::J O -@=:J O -~O 
Please Note: If you have not been issued a va lid 
U.S. SSN then enter all zeros (000-00-0000) 
instead. 

[]B O / []B O / ~ 0 (mm/dd/yyyy) 

@ Ma le O Fema le 

[ 123-456-7890 ) {l l l -lll-lll l )O 



Applicant Information EMAIL 

❖ Scroll down to E-Mail address 
❖ IMPORTANT! 

➢ DO NOT USE YOUR UW-
WHITEWATER EMAIL 

➢ USE A PERSONAL EMAIL 

It is crucial that you use a PERSONAL EMAIL. After 
graduation or if you transfer schools, your UW-
Whitewater email will be deactivated and you will not 
be able to access your results. 

IM PO RTANT 
You r email address wi II be your user name to log in. 
Login narnes cannot be changed. 

Please make sure you a re entering your correct emai I 
add ress. You will be unable to log in or receive 
communic:a t ions from Viewpoint Screening if your email 
add ress is not va lid. 

( jo!hndoe@gm ail.oom 'IA ~- ~ ~ ---~J-
Type E-ma il add ress. 

('""j_o!h_n_d_o_e@=g'-m_a_il._oo_• m _______ ___,) 0 
Re-type E-ma il address. 

If you already have an account 
Please use the sarne erna il dddress to prevent sepdrdte 
log ins. 

Separate log ins w ill conta in separate results / medical 
docurnents, and cannot be combined. 



Current Residential Address 
❖ Fill in your CURRENT address 

➢ Street Address 
➢ City 
➢ State/U.S Territory 
➢ Zip Code 

❖ Click NEXT 
❖ Confirm that all info is correct 

➢ Click OK 

www.viewpoint:screening.com says 

PLEASE CON FIRM THAT YOUR INFORMATION IS CORRECT. PRES S 

OK TO SUBMIT OR CANCEL TO EDIT 

Email: 
First N._a_m-e:-;:::::=====:--' 

Middle Name: 
Last Name~-=====-

Alias/Maiden Name 1: 

Alias/Maiden Name 2: 
II. Ii ... .,. Jfa. A . .., i ,-,1..-, n r-. 1..,...,.,.. ::, . 

- cance l 

Current Residential Address: 

If applicable, your address w il l used to determ ine your d rug test 
collection location. 

Address : 

Ctty_; 

Count[Y_; 

;QgC.Ode : 

( W isoonsin v ) 0 
Fo an internat ional address, select "Internat iona l" 
and select t he foreign Country name below 

~ nited States 

0 ZIP Code Look Up Tool 
Please Note: If you have an in ternat ional add ress 
that does not requ ire a Zip Code, p lease fi l l in 
"00000". 

Please make sure you have provided correct nformation. Changes cannot be made once you 
have p1aced your o .. r_d_e_r. _____ ---. 

--



Payment Information 

❖ Accurately fill in all payment 
information 
➢ First name 
➢ Last name 
➢ Credit card number 
➢ Expiration date 

■ Correct: 05/2026 
■ Incorrect : 05/26 

➢ CVV 
➢ Credit card type 
➢ Email address to send receipt 
➢ Phone number 
➢ Street Address 
➢ City 
➢ State 
➢ Zip Code 

❖ Select NEXT 
➢ Click NEXT only once. Clicking 

multiple times may result in duplicate 
charges. 

Payment Information 

~ 

Credit card Number": 

~---~ Year must be 4 d igits {MM/2.0YY) 

( Se lect Card Type v ) 

Contact Name (1f 
business) 

Email': 
Payment receipt will be sent to this emai l 

t This ATTENTION: Your credit card will be charged l...4lLll..!lwhen you click "Next." 
price is for the package that you selected. If you did not select the correct package, do 
not continue. Go back and select the correct package. All sales are fina l. 

t Do not cl ick "Next" more than once or your card may be charged multiple t imes. 

• Viewpoint Screening is not responsible for accidental orders or mistakes made durin 
the order process_ . ______ _ 

Fifi 



Receipt 

❖ The email you entered in the Payment Information 
section will get an email with a receipt. 

❖ Take a screenshot of the receipt (or the confirmation 
page) and upload it to the Canvas assignment. 

Background Check 

ordered by: Victoria Marian / torimarian2024@gmail.com 
on: 8/1412025 

for UNIVERSITY OF WISC'rt:.ISIN-WHIIJI AIFR COi I EGE OF EDI rA.TION 

Student ID (if applicable): 

RELEASE FORM 

Transaction Receipt from Viewpoint LLC for $48.00 (USD) 
1 message 

Auto-Receipt <norep ly@rnai l.aut horize.net> 
Reotv-to: Josh Kneeland <jnfo@yjewpo jntscreenjng corn> 
To: I I 

Paym ent was made for one or more of the following services: Background Check, Drug Test, 
Immunizat ion Management elea rn ing. Alternat ive payment receipts are not available. 

Order Information 

Descri pti on: Goods or Services 

Payment Information 

Date/Tlma: 

Transaction ID: 

Payment Method: 

Transaction Type: 

Auth Code: 

Shipping lnfonnation 

14-Aug-2025 12:32:36 EDT 

121184235206 

Visa xxxc=J 

Purchase 

315677 

Merchant Contact Information 

Viewpoint LLC 
Wilmington, NC 28401 
us 
info@viewpolntscreening.com 

Total: $48.00 (USD) 

Al l payments are non-refundable under any circumstances. You have agreed to the Terms of Use and 
Refund Policy and you have ackn owledged that there are no refunds that can be issued. A payment 
dispute through your cred it card company will result in immediate accout1t remova l from 
viewpointscreening.com, including logins, results and documents. Viewpoint Screening reserves the 
right to assess service fees for all chargebacks and retu rns. 
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