How to order and view a report
How to Order:
Step 1: Log into the system at
https://orcainformation.instascreen.net/sso/login.taz
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Source Verisys Data Scheduled Maintenance
Announcement

) X . 00/15/2016
e rc a "Your background screening experts We received notification from Verisys announcing a

information scheduled maintenance service interruptio...

Contact Us

Phone: 800-341-0022
Fax: 800-522-6722
Email: Orca@orcainfo-com.com

Orca Information Inc.
PO Box 277
Anacortes, WA 98221




Step 2: First, select the Order tab at the top. You will see the
different products you typically order from Orca. Simply hit the
Order button to continue. If you have started an order and saved
it as a draft, you can continue where you left off by selecting the
draft order option on the left hand side.
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Select Product for Order 1234 Property Mgmt

A LA CARTE

EMPLOYMENT ALT MINI - 45

Includes Identity Verification, Court Records- Criminal & Civil (harassment and stalking), and National Sex
Offender Registry Search

JUVENILE COURT - DEFAULT

KILLER WHALE REPORT -NO CREDIT -DEFAULT

Includes Identity Verification, Eviction Records, Apartment Collections, Current Address, Prior Address, Current
Employment, Undisclosed Address Search, Bank Verification, and National Sex Offender Registration Search

KILLER WHALE REPORT WITH SCORE-DEFAULT

Includes Credit Report, Identity Verification, National Criminal, Global Security Watch List Search, Eviction
Records, Apartment Collections, Current Address, Prior Address, Current Employment, Undisclosed Address
Search, Bank Verification, and National Sex Offender Registration Search

MINI REPORT WITH SCORE -DEFAULT

Includes Credit Report, Identity Verification, National Criminal, Global Security Watch List Search, Eviction
Records, Apartment Collections, and National Sex Offender Registration Search

ORCA REPORT WITH SCORE -DEFAULT

Includes Credit Report, Criminal Records, Eviction Records, Apartment Collections, Current Address, Prior
Address, Current Employment, and National Sex Offender Registration Search.

POD 1 - LANDLORD - DEFUALT

Online Screening System, You are the investigator! Real - Time, User-Friendly, Easy to Read and 24/7 Access
Includes: Identity Verification, In-Depth Residential History, National Criminal Database, National Sex Offender
Registry Search, Global Security Watch List Search, International Drug Trafficking Data, FBI Federal/State/Local
Wanted Fugitives Optional Credit Decision Model for an additional $18.00

POD 2 - LANDLORD - DEFUALT

Online Screening System, You are the investigator! Real - Time, User-Friendly, Easy to Read and 24/7 Access
Includes: Identity Verification, In-Depth Residential History, National Criminal Database, National Sex Offender
Registry Search, Global Security Watch List Search, International Drug Trafficking Data, FBI Federal/State/Local
Wanted Fugitives, and Nationwide Eviction Search Optional Credit Decision Model for an additional $18.00

Step 3: Now that you have selected your product, you will see
what items are included in the product. Generally, this includes
credit, national criminal with aliases, social security number
trace, and national sex offender search. After reviewing these
items, click the Next button.
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New Order
Draft Orders
Applicant Pending O Credit Report
Applicant Ready TransUnion ¢ Credit ¥ Score

XML Ready O

¥ National Criminal and Aliases Search (Includes SSN Trace, National Sex Offender searches, & Global Security Watch List searches)

¥ Washington, Oregon, Idaho, & Alaska Court Searches

* Requestor (1234 Property Mgmt)
MR TEST

Cancel = QuickApp™ Gl

Step 4: You can now start filling out the applicant’s information.
Fields marked with the asterisk (*) are required fields however,
filling out as many fields as possible helps to ensure a thorough
and complete background check. After you have filled in the
necessary information, hit the next button at the bottom, you will
then be taken to the next page. The type of report you receive
will dictate how much information we need. At the top right you
will what step you’re in and how many are left.
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Applicant 1234 Property Mgmt - Mini Report with Score -Default
Order Entry step 1 of 3
Reference:

Applicant Info

* Last Name: * First Name: Middle Name: Generation * SSN: *DOB:

Phone Number:  E-mail Address: Driver License No.: DL State:

+ Former Name/Alias

Step 5 The last step is the Order Summary screen. This is your
chance review your current order as well as upload the
authorization release page (this is only needed when we conduct
references on your behalf). To upload the authorization release
page, you can either upload the file or drag the file into the drop
zone. The final step to complete your order is to select the
Complete Order button at the bottom. A file number will then be
assigned and we will begin working on your report.
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Order Summary 1234 Property Mgmt - Mini Report with Score -Default
Order Entry step 3 of3

i HANK MESS
Applicant: # (333-22-1111, 04/15/1980)
‘ 111
Current Address: & ANACORTES, WA 98221
Search Summary for Mini Report with Score -Default Fees Charges
Credit Report Credit - TRANSUNION $0.00
Credit - Score - TRANSUNION $0.00
National Criminal and Aliases Search (Includes SSN Trace, NATIONWIDE $0.00 $0.00
National Sex Offender searches, & Global Security Watch List
searches)
Washington, Oregon, Idaho, & Alaska Court Searches MESS, HANK $0.00
Estimated Subtotal: 0.00
Sales Tax: $0.00
Estimated Total: $0.00

Select authorization file to attach to Order:

Upload File
| Choose File | No file chosen

==

Drag File

e

Save Draft Cancel Complete Order

How to View:

To view both pending and completed reports, select the Reports
tab at the top and you will automatically see any pending reports
in the system by default. To view your completed reports, select
the Completed Reports tab on the left hand side. Every Reports
dashboard also has quick links such as viewing the last 10, 25,
50, and 200 reports.
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Last 10 Reports
Last 25 Reports
Last 50 Reports
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Advanced Search

The most common way to search for your reports is by using the
quick search tool located at the top of the page. Use the drop-
down to select the file number, the applicant’s last name, their
whole social security number (SSN), or last 4 of their social
security number (SSN Last Four). This allows you to quickly
search for a particular report.
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