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Quick Guide – “Using ATS’s Tenant Screening System” 
 
Applicant List (Screen 1) 

 
 

• The Applicant List is the first screen you will see after accepting the terms of service on the 
Certification of Use screen. From the Applicant List, you will be able to access the results of every order 
you have run on our new system. 

• Applicants can be sorted by name, SSN, report number, status of the order, the person who requested 
the order, price of the order, the date the order was requested and the date the order was completed. 
You can also search for an applicant by his or her name, SSN, the report number and also the status of 
the order. You can search date ranges as well. 

• When you see the status of an order as new, that order has just been put into the system. If the status 
appears as partial, then that order is currently being processed by our team. A completed status means 
that the order is completed and ready for final review. 

• If there is a hand symbol  to the right of the order’s status, then negative or adverse information has 
been found for that applicant. 
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Applicant List (Screen 2) Entering a Request 

 
 
 

• Click the New Request link on the Applicant List, you will be brought to the New Request screen.  
• First, you want to add the packages and/or services for the applicant by clicking on the “Add Package” or 

“Add Service” buttons. As you add services and packages, more fields will appear on this screen for you to 
enter additional information. 

• Fields outlined in red are required, but we recommend entering as much information as you have.  
• The Message Box will tell you if there is any information missing. 
• Once all required info is entered, click on the red box which acknowledges that your compliance with all 

regulations. 
• You can then click preview for a concise review of the information you entered. After verifying this 

information is correct, press Submit. 
• Your order number will now appear in the top left corner of the window. 
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Applicant List (Screen 3) View Report Results/Access to Prefilled Adverse Notifications 

 
 

• Click on an applicant’s report number on the Applicant List to view the report results. 
• Reports can be viewed in their entirety or by each service requested through the drag-down list under the 

report number. 
• Pre-filled adverse action letters are also available from this drag-down list. 
• You can print reports by clicking on the Printer Friendly button, or view and save reports in PDF format 

through the PDF button. 
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Admin Functions (Web Admin) Password Changes to the Account and its Users 

 
 

• By clicking the Admin button any user is able to change their passwords. 
• Primary Users of the account have access to the Web Admin button, which will allow the primary user to 

lock any other users from having access to the system.  
 
Admin Functions (Management Reports) 

 
 

• Primary Users also have access to create Management Reports. 
• You can select the name of any user on your account along with the types of reports you want to monitor 

and generate a report showing how many applicants that user has screened and how many of each type of 
report that user has run. 
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Admin Functions (Billing) Viewing invoices 

 
 

• Users with Billing access can also view Invoices from our new system. 
• Invoices can be viewed by date, and in summary or detailed formats. 
 

 
If you have further questions or would like a representative to present to you a “live” demo please 
contact Customer Service via e-mail custserv@alwaysscreen.com or call us at 800-888-1287. 
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