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STEP 1: Login to https://applicationstation.truescreen.com

®=  Onthe ApplicationStation landing page there are two options for login:
0 Ifthe applicant is a new user, select the SIGN UP option
0 Ifareturning user to the system, select LOG IN

Welcome to ApplicationStation ®

Sign up Returning user login
If you are new to our system, signup Enter your previously created username and
to start a form. password to complete or submit a saved form or to

submit & new form. If you have not already set up

an account, please select "5ign up”

C )

This is & restricted computer system. It is for authorized use only. Use of this system
constitutes consent to security monitoring and auditing.
Unauthorized or improper use of the system is prohibited and may be subject to criminal
and/or civil penalties.

Log in

Username

Password

| Password

Forgot username?  Forgot password?

®= Once the applicant is logged in, they must select + ADD NEW FORM in order to begin a new
application
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My Forms

Eelow you can view completed forms, continue with a previously started form or submit a new form.

If your form is In Progress - this means that it has not yet been submitted and can still be changed.
Click on the Continue button to finish and submit the form.

If your form is Completed - this means it has been submitted and cannot be changed. Click on the
View button to review the completed and submitted form.

Add a New Form - You are able to add a new form as long as you do not have one in progress for the
same Application5tation Code. Click the Add New Form button to begin a new form.

Forms + Add New Form

= The applicant will be prompted to enter their ApplicationStation Code that was previously
provided.

ApplicationStation Code

To proceed, please enter your
ApplicationStation Code. If you do not have an
ApplicationStation Code, please contact the
organization or individual that referred you to
ApplicationStation to obtain one.

Code

=  Once the ApplicationStation Code is entered, the applicant will be able to access and
complete the application forms.
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STEP 2: Access Application

= Personal Information - The applicant will need to complete this section and provide basic
information in order to process the background screen.

Agrematian

_ ParsonslInformaton

United States -

United States +1 =

= Additional Information - Supplemental application information required by CNCS.

_ Additional Information

Are your Chelect oo *

PROPRIETARY & CONFIDENTIAL 251 VETERANS WAY  WARMINSTER, PA 18974 P 888.276.8518 F 215.396.1237 TRUESCREEN.COM

Empowered by Vertical Screen.



Q}true Details matter.

screern”

= Convictions - An applicant will be asked specific questions regarding past criminal history.

o0 Ifthey answer “Yes” to either question, they will be required to provide additional
details.

Convictions

Per (42 USC 12645g()). an individual shall be ineligible to work or serve in a covered position if the individual (a)
Refuses to consent to a criminal history check described in §2540.203 of this chapter; (b) Makes a false statement
in connection with a criminal history check described in §2540.203 of this chapter; (c) Is registered, or is required
to be registered, on a state sex offender registry or the National Sex Offender Registry; or (d) Has been convicted
of murder, as defined in 18 U.S.C. 1111,

The definition of murder in 18 U.S.C. 1111 is as follows: “Murder is the unlawful killing of a human being with
malice aforethought. Every murder perpetrated by poison, lying in wait, or any other kind of willful, deliberate,
malicious, and premeditated killing; or committed in the perpetration of, or attempt to perpetrate, any arson,
escape, murder, kidnapping, treason, espionage, sabotage, aggravated sexual abuse or sexual abuse, child abuse,
burglary, or robbery; or perpetrated as part of a pattern or practice of assault or torture against a child or
children; or perpetrated from a premeditated design unlawfully and maliciously to effect the death of any human
being other than him who is killed, is murder in the first degree. Any other murder is murder in the second
degree.”

Note that national service programs may have criminal history eligibility requirements above and beyond those
identified above.

1. Have you ever, under your name or another name, been convicted of, murder, as defined under 18 U.S.C.
11117%

O Yes O No

2. Are you, under your name or another name, registered, or required to be registered, on a state sex
offender registry or the National Sex Offender Registry? =

Qves O Ne

Add Conviction

Plaase provide detals AbOUT your conviction.
Couritry® united States -

State* Select One =

Please pravide the name under which you were armested or convicted.

[ heck this bax ta use your current name.

{ tancd / “

Conviction Information
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= Disclosure and Authorization - The applicant will be provided with various disclosures as
required and will prompted to provide their authorization to conduct the background
screen.

Sections

~  Personal Information

O Additional Information

Disclosure and Authorization Sections

= Government ID Upload - Once the applicant completes the disclosure and authorization
sections, they will attach a copy of a current government-issued identification.

0 Volunteers located in Maine will follow a specific link for instructions in how to upload a
Maine ID.
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Government ID upload

You will be required to upload one (1) form of government issued photo identification.
Acceptable forms of government-issued photo identification:

» State drivers’ licenses

* Non-driver phote IDs issued by states’ Departments of Motor Vehicles (incuding the IDNYC, an ID issued
through a New York City program)

- Federally-issued photo IDs, including official passports or a Native American Tribal ID from a federally-
recognized tribal government.

+ Certificate of Naturalization

- Certificate of Citizenship

- Government employee photo 1D (city, county, state, or federal)

U.S. military or military dependent photo ID

= U.5. Permanent Resident Card/Alien Registration Receipt Card (Green Card)

- Employment Authorization Document Card

» Trusted Traveler IDs (including valid Global Entry, FAST, SENTRI, and NEXUS cards)

+ DOD Common Access Card

State of Maine identification: Do not upload a Maine driver's license, permit, license, or form used by the Maine
Secretary of State. A person commits a class D crime if that person prints, prepares, reproduces, sells, or transfers
such documents without the written consent of the Maine Secretary of State. For more information, see
https://mair i org/statutes/29-A/title29-Asec2103.html.

Please use an alternate government-issued photo ID if one is available. If you do not have an alternate
government-issued photo 1D, please complete and upload this form.

This document will be used as part of your background check.

Please i to the Attach Di section of this form to upload (1) form of government issued
photo identification.

Maine ID Upload

Please cick the ink below for instructions on the Maine ID upload process

¥ 0L, ShreON (K01 RCATICSegeiDvbe Cat vy 7.
= CCCBRCIgy 1k-XeD- {askl AETARE G 210l

HZeoastklELl i f FAH R.EovH
ZErnainesid

© Back )

Upload Government Photo ID

= Attaching Documentation - Applicants will upload the required ID by following the
prompts.
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Attach Documents

Please review the following instructions and attach any additional documents you'd like to provide, if necessary.

O Please note, you must attach a copy of your "Government Photo ID” to continue. Please reference the
Government 1D upload section to see the list of acceptable documents for this requirement.,

Add Document

The following file types are supported: BMP, DOC, DOCX, GIF, PG, JPEG, M5G, PDF, PNG, PPT, PPTX, RTF, TIF, TIFF,
TXT, XLS, XLSX.
The maximum file size is 15 MB.

Document Type* Government Photo 1D -

Description®

File*
Drag file here or browse

Cancel “

Attach Documentation

= Review Summary and Submission - The applicant will now have a chance to review the
completed application prior to submitting.

0 The applicant will be provided with a confirmation screen notifying them that their
information has been submitted.
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Review Summary

Nenw is e tire Lo review your work for sccuracy and compleseness. To change arry of the infarmation you have
erileed, lick the "E” Bullon. When yeu are Latisliad with the inlfom)
busARan Lo mave 1o e nest screen.

Liga @ribéred, you can click the "Cantinue"

Personal Information & Ldit

Legal First Marne

@

Legal Last Narne

Couw United Seales

Address 1

City / Tawn
State

Ip Code
Parmaner Resi

L5 55N 1111411

Phone 1 United Seates +1-555-555-5555, Work

Erruail

Additional Informaticn # Ldi

Are you: (Select ane] Suall or applicant for stall position

Other Yes

Convictions Fa

Per (42 USC 1264
ir

an individual shall be in
sal ) Refuses 1o consent Lo a
() Makes 4 lalee sLaternent in conmec

gible 1 work or Serve in & cowered pasition il the
eriinal history check deseribed in 52540203 of this
i willh 4 crirminal history check dederibad in 52540,
{€) 15 registered, or is required Lo be registered, on a sLate sex offender

v

National Sex Offender Registry, or |
The defir

(d} Has been convicted of murder, a5 defined in 18 U.S.C. 1 111
M11igas < “Musrder i the wrlawdul kil
 Cvery murder per p:lml d by paisen, bing in wil, o any other kind
of willlul, deliberate, malicious, and premedatated ki
PErpEtrale, Afy Araon, Escaps,
agsravated sexusl ahuse or sexaal abirse, i abuse, burglary. o robibery: of perpetiaced as partof

of rvurder in 18U of & human

L, o

n the perpelratic

der, kidnapping, Lreason, sspionage, sabatage,

ﬂfL.Iy and palicio
1 degree. A
8l service programs ray have crir

rder in the i

Poss identifiee Alove. 1. Have you Svar, Linder your AAfe oF ;.‘_\he. nare, baen damitted
mder 1BUSC. 11112

beyand

of, murder, as defined

Na

2 Are you, under your name or another name, registered, o required Lo be registered, on a state

sex alfendler registry or the Maticnal Sex Offender Registry

Na

Maine 1D Upload # Ldit

leade click the link below For instrucions on the Maine 1D upload process

T
4 Back ) Continue
. A

Submit Forms

If you wish, you may go back and review information you have supplied for accuracy and completeness by clicking
the "Review Summary” link on the left side of this page.

If you are satisfied with the information that you have supplied, please read and acknowledge the following:

| certify that | have provided all information, and answered all questions, truthfully, correctly, and completely in
accordance with the instructions provided

By clicking "Submit Forms", | acknowledge and agree that | have provided complete, correct and truthful
information on all pages included in this Background Investigation Data Collection process

Review and Submit
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Confirmation

Thank you for using ApplicationStation!

You can view copies of the information you have submitted:

B Datz Collection Form

B Authorizstion

[ Other Notices (State Disclosures, CA Notice, Summary of Rights, N| Freeze}

If you do not wish to view the printable copies, you can close your browser now. If you wish to view these
documents at 3 later time, you can log back in using your username, password and ApplicationStation code.

If you would like to take & quick survey, please click here.

Final Confirmation
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