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Online Demo



  

Improvements to
Submitting 

Orders



  

From the Castle
Branch home

page, click the
“Online Services”

tab.



  

Click
“Submit Online
Order Request”



  

Next, enter your
username and
password and 
click “submit.”

For demo purposes
lets use:

username: AS70
password: demo

* Note *

Passwords are case
sensitive



  

Next, enter the
applicant's 
identifying 

information and
click “Continue.”

Date of Birth is 
now a required

field



  

This is your order 
form request.

To select a package
choose one from the list
 and click “Add Package 

to Order” 

To order individual
items or add items to

a package, select 
from the list and click
“Add Items to Order”



  

1.

Now you will be asked
to enter the required
data for each search
that is a part of your

package.

This is an example of
what is required

for a county-
   criminal search.

2.
Fill in any additional

required information
(i.e. State and County)
and click “Continue”



  

Once you have completed
entering the data you

will be brought back to
the order form request.

If you are done with the
applicant, click “Continue.”

To edit information or 
delete an item,

click the respective icon

* Note *         

All items ordered
will be shown to

the right.



  

1.

If everything      
appears correct

click “Submit Order.”

To make changes, click 
on the link above the 
section you need to 

modify.

2.
If you know the

applicant has previous
records or if you
have any notes or

special instructions,
enter them here.



  

If you have an item in
your order which 

requires a release, a
link will be posted here.

This is your order
confirmation.

Click above to 
print your order



  

Retrieving
Orders



  

  Click
“Retrieve Online
Order Results”



  

1.

This is your 
main account
screen. From 
here you have
several options

2.
First let's click 

“All Orders.”  This
will display a list

of all the 
applicants and the

status of these
reports



  

1.

Information can be
sorted by clicking
on the tabs above

each column.

2.
Note the “Record Scan”

column.  This will 
indicate if a background

check requires your
attention to review.

Click on an applicant's name
to view additional 

information.



  

1.
Here we have the
order details of

John Smith's
background check.

Here you can view a 
real-time status of 

the results 

2.
Click here 

to view results in a 
PDF

format.

*  If your order
contains items which 

require a release, 
notification will be

provided



  

“Search” allows
you to search for

a particular
applicant.



  

 
Here you can view

the orders you have
“hidden” from your
main order screen.

Using the icons 
above, you can 

“un-hide” or
“delete” an order.



  

Orders will be 
“Archived”
after being 

completed for
at least one

year.



  

Thank
You


