Batch orders
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Open the BatchOrderTemplate CSV file.

Only input data in columns A thru D. Please ensure no extra spaces or
characters existin data or batch may not upload correctly.

~

A B @ D
name_last name_first phone_number email

E E G H | J
use_applicant_portal portal_invitation_delivery_sms portal_invitation_delivery_email collect_mouse_signature applicant_pays send_copy
Y Y Y X N Y

Columns E thru J should be populated as Y, Y, Y, Y, N, Y respectively and be copied to
only the last row with data. (If row 5 is the last data entered for columns A thru D then
Y,Y,Y,Y,N,Ysould be copied in columns E thru J down to row 5.)

IMPORTANT -

Remove all spaces:

agprobd=

Press Ctrl+ H to open Find and Replace.

In the Find what field, type a space (press the spacebar once).
Leave the Replace with field empty.

Click Replace All.

Save BatchOrderTemplate as CSV file and close file.
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Batch Ordering Upload

Before uploading your batch order, please review the uploading process.

You can download an example template here: batch order upload spreadsheet.

Note : You only see the following option because you're a level 2 sysop :

Account to send results to : youraccount

Username to send results to : admin

If you leave the package or FCRA purpose column empty, these values will be used; Select the package to run.

Default Package: Alias Check Package

Default FCRA Purpose: Employment v

If you leave the start time blank, the process of importing the orders will start at or after 7:00pm:

Start Importing At: 7/31/2025 1245 PM | (M —0 | Selectthe current
date and time.

Notification Upon Completion To:

Uploading User ~ Click 'l agree'
By clicking on the 'Upload Orders' button | agree to pay for all charges incurred by the processing of the uploaded batch ord}fﬂl agree
Click here if you would like all common subject searches to be combined into one order. [ | Combine

Filetoupload: SelectFile BatchOrderTemplate.csv

Selectyour
BatchOrderTemplate.csvfile.

Upload Orders \

Click 'Upload Orders'.
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If batch uploads successfully, invitations can be found at
admints Screenings>Manage Outstanding Applicant Invitations.
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