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Main Menu Screen that the Customer sees upon loggin g on. 

(Advanced Portal) 
 
 

                    
 
 
 
 
                                     
                                              
      

 
 
There are 
6 basic 
steps to 
entering 
orders for 
an 
applicant. 
 
 
 
 
 
 
 
1.  Enter the Basic Applicant information, Name, SSN, Date of Birth, and 
Address 
2.  Choosing order(s) for service(s) for the draft profile, if not Pre-selected 
3.  Acknowledge your compliance 
4.  Create draft profile. 
5.  Look for green Icon Ball, if Red enter needed information on selected orders  
needed. 
6.  Transmit profile for processing 
 
Once the profile is Transmitted, the orders are instantaneously sent for 
processing. 
 

 
Admin users have access to 
billing information. Reports available  

By using this 
feature, you 
can search by 
profile #, first 
name, last 
name, full 
name,  first + 
last, SSN (with 
dashes) 

View Profiles 
brings up the 
summary 
screen 

Click New 
Profile to 
create a draft 

Use   
to expand 
or minimize 
the fields 

Welcome 
announcement  

Announcements 
regarding system or 
services 
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Step 1 - Creating a draft personal profile 
 

·  Obtain your user codes and passwords 
·  Open a new browser window go to 
·  https://online.mafscreening.com 
·  Logon. 
 

 
 

                          
 

Click on “Create 
New Profile” to 
enter Applicant 
information 
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Screenshot of the profile entry screen 
 

                    
 
NOTE: The required information is dependent on the services you intend to order. 
Some services will require information even though they may NOT be marked required 
on the screen. To be safe, complete all of the information on this screen. Consult with 
our help desk (800) 226-4483 for additional information. 
 

 
�  Enter the basic applicant’s information. 
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The system will validate the social security number automatically when the 
profile is created.  If you get an “invalid ssn” error message click  

 to see why the social security number is invalid. 
 
 
  
 
 
 
 
 
 
 
 
 
Add/select services. 

 
 
This is an available list of services that you may select to order for 
the profile. This list is based on your needs and may or may not 
contain all of the available services. If there is a service that you do 
not see, contact our help desk to add the service. 
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Some service(s) may already be checked. This has been pre-
selected as a preferred service to facilitate ordering. You may 
uncheck, if needed. 
 

NOTE: Don’t worry if you haven’t selected all of the services you need. As 
long as the profile is in the draft state, you will have ample opportunity to add, 
modify, or remove any orders or services from the applicant. 

 
Click on Create Profile 
 

 
 
 
 
Once the draft profile is created you must now enter any missing/additional information 
required based on the service requirements of the services ordered.  
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Any order with a red ball icon to the left of the service is an incomplete order and will 
not be processed when transmitted.  These orders are missing required information and 
must be completed or deleted prior to transmitting the order. 
 
 

  
 

To add the needed information   Click on   , the add an order icon, next to 
the service that you would like to order. 
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Complete the form  
 

  
                                              
                      
 
Click on Save to save the order and to close the pop up window, or Cancel 
to cancel the order. 
 
NOTE: If a required field is not entered, the order can not be saved.  
 
 
 
 

Complete the criteria as 
displayed on the 
screen. Some fields 
may or may not be 
required. This is service 
dependent 
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 The Edit Order Screen will be loaded with the ordering information. 
                              

 
 
Complete the criteria as displayed on the screen. Some fields may or may 
not be required. This is service dependent.  The some fields are not 
required criteria, however providing the additional information is always 
helpful. 
 
Click on Save to save the order, Save and Add Another to enter another 
request for the same order, or Cancel to cancel the order. 
 
NOTE: If a required field is not entered, the order can not be saved.  
 
 

Required 
fields 
are 
indicated 
with 
asterisk 



   

 
April 2010 Confidential and Proprietary to MAFSCREENING Page 9 

Step 6 -  Transmitting the Draft Profile 
 
Prior to transmitting the profile, you can add, modify, and/or remove orders 
or services from the profile. You can also change the applicant’s 
information and add, modify, and/or delete comments. 
 
You may also delete the request prior to sending for processing.  
 

 
 
Remember, you can always add more services and/or orders to an In-
Progress Profile. However, this must be done prior to the profile becoming 
completed. 
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Common Symbols and Links 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                   Add a new order.  This allows you to add a new order to a service. 
 

           Add a new service to a profile.  
 

               Remove an order from a service or remove a service from the draft  
profile. 
 

    Designates that the order is ready and can be transmitted when  
profile is transmitted. 
 

    Designates that the order is not ready and can not be transmitted  
when the profile is transmitted. 

    Displays results of the specific order. 
 

    Designates a flagged order. 
 

    Designates an order in progress. 

    Designates an order that is completed. 
 

   Designates that a service alert exists on the service.  You should  
review the results, place any necessary additional orders, and then clear 

the service alert, if so authorized.  Hover over the .  The remove 

service alert term appears.  . 
 

   Designates that the profile is highlighted.  The profile is placed in a  
separate column on the profile summary page. 
 

   Designates that the order has notes from MAF Background Screening.      
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Additional Notes: 


