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Applicant Manager Guidance Notes — Section A

Applicant Manager guidance notes

E-Bulk online CRB checks can be completed by accessing the internet from any PC/Laptop that has this facility. The
software is simplistic and easy to use. You can gain access to the system within minutes.

Logging onto the system

You have been granted access to e-Bulk in the role of an Applicant Manager. An Applicant Manager can view all
applications created under the organisation or specific division they have been created under. An Applicant Manager can
stipulate what ID has been seen in relation to an applicant and complete Section Y details. After an applicant’s ID has
been verified and Section Y completed an Applicant Manager has the authority to approve an application for
countersigning.

Section A

HOW TO LOGIN

Please enter the following address into your web browser:

https://disclosure.capitarvs.co.uk/oxfordshire
You will now be on the main login page that shows three coloured boxes. Please note at this stage of the process, your
login details are case sensitive.

e Click on ‘Application Management’.
e Enter your company Organisation Reference - this will have been supplied to you in an automated email.
e Enter your Username.

e Enter your Date of Birth (for first initial login please ensure you enter the default date of birth 01 Jan 1998. Failure
to do so will deny you access to the system).

e  Once you have completed this section click ‘Enter’.

EBULK DISCLOSURES
Approved E-Bulk Software Solution

Please enter your Organisation Reference, Username and Date of Birth _
Information

Manage Applications First Login:
Please note that when you login for
the first time you must enter the

Crganisation Reference (*): | temporary DOEB & Password as
supplied to vou in the two automated
Username (%) login emails, these can then be

changed to your own chaoice.

Date of Birth (*): -oD- | [-mMM- e ey e

Screen Shot 1
e Enter your password (this will be supplied to you in an automated email) — see screen shot 2.
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https://disclosure.capitarvs.co.uk/oxfordshire

If you have difficulty gaining access to the system please contact Oxfordshire County Council's HR Vetting & CRB Team on
01865 797407 or email crb@oxfordshire.gov.uk, however please ensure the first time you login that you have not been
denied access because of entering your own date of birth. The first time you login you must enter the temporary
default date of birth 01 Jan 1998.

EBuULK DISCLOSURES
Approved E-Bulk Software Solution

Please enter your password

Password:

Screen Shot 2

e Please note, after initial login you will be required to set your own password and enter your own date of birth for
future login purposes.

e Please re-enter into the ‘Current Password’ field the temporary password you received in your initial e-mail and then
create your own unique password (see screen shot 3).

e The password you create must be between 8 & 30 characters containing at least one capital letter and at least one
number.

e Please then enter a date of birth of your choice for future login purposes.

e Please then click ‘Update’.

Welcome Jordan
Change Password | Logout

EBuLK DISCLOSURES
Approved E-Bulk Software Solution

System Security

Flease create a new password and enter your Date of Birth. These details will then be used for all future
system access.

The passwerd must be between 8-30 alphanumeric characters with no whitespace or special characters,
and it must contain at least 1 digit.

Your Login Details

I Current Password: I

New Password:
Confirm New Password:

Date of Birth: -DD- (3| [ -mm- (8] -rrvy- v

Screen Shot 3
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e If you have successfully created your own password, you will now be able to enter the system by clicking the ‘Click

here to enter System’ icon in the green box (please note you do not need to re-enter your password details once the
green box has appeared).

I —_—
Welcome Jordan

change Password | Logout

EBuLK DISCLOSURES
Approved E-Bulk Software Solution

Dashboard Applications Results Reporis

System Security

@ Thankyou - update successful

Click here to enter System

Your Login Details

Current Password:
New Password:
Confirm New Password:

Date of Birth: 10 [+l Aug v[1385 v

Screen Shot 4

This will now take you to the main e-Bulk Home Page called the ‘Dashboard’ (see screen shot 5).
Please note that the Dashboard will also include fields in regards to Disclosure Scotland processing, this is due to the
online system being capable of processing both CRB & Disclosure Scotland applications. If you are only registered

with us to process applications through the CRB please disregard the Disclosure Scotland details shown on the
Dashboard.

welcome Applications

Chenge Peazward | Logout

EBuLK DISCLOSURES
Approved E-Bulk Software Solution

Dashboard Applications Results

Applications Dashboard

The taitia halow pravidas an avervisw of the Status of yaur currant apnllcatians within the systam, camgiatad CRE
appiications aver 180 days oid and Disciosurs Scatiand appiications aver 50 cays okl iave been automatically

Pre-CRB Processing CRB

CRB E-Transfer

Dususs s Trangesr 2
Applicationg Sam Pl

Pre-Disclosure Scotland Processing Disclosure Scotland

Disclosure Scotland E-Transfer

Dususd sor Trangeer Pl
Applicationg Sam Pl

Screen Shot 5
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Applicant Manager Guidance Notes — Section B

Section B

HOW TO VERIFY ID AND COMPLETE SECTION Y

Step 1 — On the Dashboard page (see screen shot 5), in the top left hand box entitled Pre-CRB Processing, click on
‘Waiting ID Check and Section Y’. Please note that you will be able to see the total number of application forms you have
awaiting ID verification and Section Y to be completed.

Step 2 - Opening an application form:

Click on an applicant’s reference number to open up their application form (see screen shot 6).

Welcome Jordan
Change Password | Logout

EBuULK DISCLOSURES
Approved E-Bulk Software Solution

Dashboard Applications Results Reports
Applications for Checking 4 Find Application

The table contains applications waiting for 1D verification (and/or Section ¥ for CRS) to be completed and approved

Click the reference number te view the application details and complete the required sections.

Date Created Qur Ref Surname Date of Birth Disclosure Ref
04/04/2011 HEPBURN 27/05/1979

25/03/2011 TES 20/08/1976

22/03/2011 EXAMPLE 12/06/1376

07/03/2011 [E] | 422Kt KEARNEY 01/07/1980

10/02/2011 [E] | £94I0HN400 JOHNSON 13/05/1976

04/02/2011 [E] | 068TIMM3%6 TIMMS 01/01/2001

20/01/2011 [E1 TWITCHETT 28/02/1980

17/01/2011 [E1 HEPBURN 25/05/1979

04/01/2011 [E]1 KEARNEY 01/07/1978

09/12/2010 [E] SMITH 02/04/1987

Showing 1 - 10 of 34 results IPage:[1] 2 3 4 |Mexts[>]

Screen Shot 6
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EBuUuLK DISCLOSURES

Approved E-Bulk Sofiware Salution

Applications = AIBTEST46

The details of this apphcabun can be vewed beluw.

Ouervew | Apphcation

Application Header

TEST TEST

01/01/2001

Sratus: Waiting 1D Check and Saction ¥
A4BTEET46

Apphcant Name:
Date of Birth:

Our Reference:

CRE Referance:

Section ¥

Disdosure Type:

with Vulreerable Adults:
With Children:
Velunteer:

Identity Check

1D Checked By:

TP, ke ok Pl
—

Welcoma Applications

Change Passwerd | Loguat

Processing Detalls

{r}
ote 5]
ot 5

neamp

i5 no longer reuired
s Framn the wpstem

e —

Complate ID Check

Screen Shot 7

EBuULK DISCLOSURES
Approved E-Bulk Software Selutien

Dashboard alications Results Raports

Applications > A4ABETESTa6

The details of Uus apphcation can be viewed below.

Queraew | Applicatson

Personal Details

Titde: MIES
Forename: TEST

Middle Names:

Surname: TEST

Date of Dirth: 01/01/2001
Gender: FEMALE

NI Number: JB787878D

Contact Details

Language: ENGLISH
Telephone No:
Emanl Address:

Address History

Walcome Applications
Chamyo Password | Loguut

Processing Detalls

App Created: 10, 12
Incompiree Ej

Tneompless 5

ae—
[ wihiean |

1f the application is no longer reguired

it can be withdrawn from the system

@ Internet | Protected Mode: Off
—

v Riww v

Screen Shot 8

Step 3 — Overview, you will now see two tabs of the applicant’s completed form (see screen shot 7 & 8).

Step 4 — Application, to view the application details entered by the applicant, click on the ‘Application’ tab. Here you can
see the entire application submitted by the applicant, this can be used to ensure the correct job role has been entered
and to verify any ID given by the applicant in a previous surname or previous address (see screen shots 7 & 8).

All details correct at time of upload. Version 6.0. 07/08/2012.



Step 5 - Verifying ID

You will notice on the right hand side of the screen a box which highlights if the ID has been verified or not (see
screen shot 7 above), with a section completion date. It will say in red ‘Incomplete’ with a flag if the section has not
been completed for either ID verification or Section Y. If there is a green tick it means that this action has been
completed and will show the date that it was carried out on.

To complete the ID verification section click on ‘Complete ID Check’ (see screen shot 7 above), access to this section
is located in two places — to the right of the screen or on the overview of the actual form itself. You will now be on
the ID screen (see screen shot 9 below).

Applications > 657TESTS8 > Identity Check

=]

ID Checking Process Information
Please select the physical documents seen using the dropdewn lists below, for further information please
refer to the Information panel on the right hand side of this screen.

4

Group 1 - Primary Trusted Identity Credentials

Current valid Passport
Current Driving Licence (UK, Isle of Man /Channel Islands)
(Full or provisional)

Route 1 - Identity Documents

Applicant Name:

Applicant Category:

Current Address:

TEST TEST

EEA_LONGTERM_RESIDENT (European Economic Area
national resident in UK for more than 5 years)

TEST
TEST

51 1AA
UNITED KINGDOM

= A photo card is only valid if the individual presents it with the

associated counterpart licence (except lersey)
Birth Certificate (UK and Channel Islands) - issued at the time
of birth;

= Full or short form acceptable including those issued by UK

authorities overseas, such as Embassies, High Commissions

and HM Forces. (Photocopies are not acceptable)

Date of Birth: 01/01/1999

-

Group 2a - Trusted Government/State Issued Documents

Please note - the CRB have requested that if an Applicant indicates they have a
Passport and/or a Driving Licence then this information must be provided.

-

Group 2b - Financial/Social History Documents

Group 1 Document: - select -

Document 2: Biometric Residence Permit (UK) El

Current valid Passport
UK Birth Certificate /CHI- issued at birth

EraHETh UK Phato Driving Licence /Mann /CHI
Current Address Checked: No [=]
Date of Birth Checked: No =]

Cost Code / Personnel Number:

Evidence Checked By: PRIMARY MANAGER

Screen Shot 9

e-Bulk will automatically ascertain the route that should (or must) be taken based on the nationality stated by an
applicant within their application form and will also take into account their 5 year address history. If an applicant does
not hold sufficient ID to be able to go through Route 1, you will then be required to click the ‘Unable to verify ID via
Route 1 — proceed to Route 2’ button at the bottom of the screen.

Please select the ID the applicant has provided for you from the drop down boxes. Guidance notes can be found on
the right hand side of the screen and are in accordance with the CRB Code of Practice. Please ensure at all times that
you follow the ID checking rules e.g. do not accept a utility bill if it is more than 3 months old or do not accept an out
of date passport.

Ensure that you confirm from the drop down boxes that you have verified a document showing the applicant’s
address and also that you have verified their date of birth.

If a Cost Code or Personnel Number is required to be assigned to the specific application, this can be entered in the
Cost Code / Personnel Number field.

Now click ‘Save’ and then click the ‘Return to Application’ icon in the green box located at the top of the screen. Now
you are ready to complete Section Y of the form (this is the equivalent to Section X on the new lilac paper CRB
application forms).

Please note, that if an applicant cannot verify their identity via Routes 1, 2 or 3 they will not be able to process their
application through e-Bulk and will need to complete a paper application stating ‘NO’ in section W59. Fingerprints will
need to be taken and consent will be required by the applicant. An applicant who is a non-EEA national can only go
through Route 1, if Route 1 cannot be taken then they will have to go straight to completing a paper application.

*A full list of CRB acceptable ID for each route can be found at the end of this guide (SECTION G)*

All details correct at time of upload. Version 6.0. 07/08/2012. 7



Step 6 - Completing Section Y

e To complete Section Y click on ‘Complete Section Y’ (please refer back to screen shot 7). Access to this section is
located in two places — to the right of the screen or on the overview of the actual form itself. You will now be on the
‘Section Y’ screen — (see screen shot 10).

e Please read the information guidance notes located on the right hand side of the screen if you require any
clarification in regards to the disclosure type required or any other drop-down boxes within Section Y.

Dashboard

Application Details

Disclosure Type:

working With Children:

1s Volunteer:

Additional Information

(max 250 characters)

Applications

Working With Vulnerable Adults:

ISA Adult First Check Required:

EBuLK DISCLOSURES
Approved E-Bulk Software Solution

Results Reports

Applications > 144TES437 > Section Y

Flease complets the fallowing infermation to enable the application for submission.

-- select -- |

-- select -- (@

-- select -- v

-- select -- |

-- select -- (@

Use this box ta provide any other information relevant to the application

Save

Welcome Jordan
Change Password | Logout

Disclosure Type
This iz the level of criminal record
check required for the application

Working with Children
Flease celect "Yes' if the position
rking with Children
referred to as a POCA

) must select ‘Enhanced’
for Disclosure Type in order to select
Yes

Working with Vulnerable Adults
Please select "Yes' if the position
involves regular contact with
Vulnerable Adults (previously
as a POVA check); You must select
‘Enhanced’ for Disclosure Type in
order to select Yes

Volunteer

A velunteer is a person who is
engaged in any activity which involves
spending time, unpaid (except for
travelling and other approved out-of-
pocket expenses), doing something
which aims to benefit somecne
(individuals or groups) other than or
in addition to close reiatives

ISA Adult First Check
ISA Adult First is a service exclusive
to the health sector. Requests for ISA
Adult First checks carry strict criteria
and are permissible only where it is
necessary to take such action because
of a real danger that staffing levels
will fall below statutory obligations. If

¥ou require mere infermation
regarding this please visit the
ment website for bi
ww.businesslink. ul
|ect Yes' if you require a
First Check for this application.

Screen Shot 10

e Please complete the application details by selecting Yes/No answers from each of the drop down boxes. You can add
additional information about an applicant and their job role if you wish in the box at the foot of this screen.

e  Finally click ‘Save’ then scroll to the top of the screen to the green box and click ‘Approve’.

Flease complete the following information to enable the application for submission.

@ Thankyou - this section is complete

This application is now ready for CounterSignatory
Authorisation please click the Approve button to proceed

Approve

Please ensure you click on
‘Approve’ — failure to do so will
result in the form not being
submitted for Countersignatory
Authorisation.

e You have now completed this section; you will have no further action to take. The form will automatically transfer
over to to be countersigned, ready for onwards transmission to the CRB.

e Once a form has been countersigned, the application will be moved to the ‘CRB E-Transfer’ section. Applications at
this stage are awaiting collection by the CRB. Once the CRB have collected them they will move into the processing
stage — please see below for further details.

NB. An application form can be withdrawn at anytime up to and including Countersignatory stage. Once a form has
been electronically transferred to the CRB we cannot withdraw it without incurring the CRB charge. If you wish to
withdraw an application at Countersignatory stage, please contact us immediately, to enable the process to be halted.

All details correct at time of upload. Version 6.0. 07/08/2012.
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Applicant Manager Guidance Notes — Section C

Section C

CRB PROCESSING

Step 1 — Tracking an application — see screen shot 11.

e  On the Dashboard you will see on the right hand side a box called CRB.

EBULK DISCLOSURES
Approved E-Bulk Software Solution

Dashboard

Applications Results Reports
Applications Dashboard

The tatie DEbw DROVIDES BN cwarview of o

SEatUS of your Current appICATanS within the System, compisted CRS

Pre-CRB Processing

a 3
z
CRB E-Transfer
Qusued or Trangser 2
Apglicationg Samk a
Pre-Disclosure Scotland Processing Disclosure Scotland
MEEWING 0D Chack 13 Eroceczing 12
Apating Fmvman: a Anoiication Comaiete 1

Disclosure Scotland E-Transfer

Dumyen sor Tranger 2
Lpglizations Sank )

appikcations avar 130 asys old and Disciasurs Sootiand applications aver 90 davs okl have basn sutamatically archived.

Welceme Applications

Chenge Feszward | Logout

Screen Shot 11

e To track an application with the CRB click on ‘Processing’, this will take you to a screen which will show all the
applications for your company that are currently being processed by the CRB. To track an individual’s application click
on ‘Track’ next to their CRB reference number in the right hand column (see screen shot 12). This will take you

directly into the CRB’s tracking page for that applicant.

EBuULK DISCLOSURES
Approved E-Bulk Software Solution

Dashboard Applications Results Reports

Applications Being Processed
The table contains applications currently at the CRE or Disclosure Scotland.

For CRB applications, click the track link for a progress update via the CRB tracking service.

Date Created Our Ref Surname Date of Birth
19/04/2011 [E1 B8B2HEPE458 HEPBURN 27/05/1979
18/04/2011 [E1 078HERDAS7 HERDA 09/02/1973
12/04/2011 [E1 3SHEPB454 HEPBURN 23/05/1979
30/11/2010 [E] SAMUEL 02/06/1980
30/11/2010 [E] 138 BARTON 10/08/1986

Showing 5 results

Change Password | Logout

<, Find Application

Disclosure Ref

E0303046500 Track

E0303046488 Track
E0303046343 Track

E0303119306 Track

Screen Shot 12

All details correct at time of upload. Version 6.0. 07/08/2012.



Applicant Manager Guidance Notes — Section D

Section D
RESULTS
Results with content:

Step 1 - Notification — see screen shots 13 & 14.

e The CRB will send notification online as soon as a disclosure has been completed. To view a result please return to
the Dashboard and click on ‘Application Complete’ in the CRB section.

welcome Applications

EBuULK DISCLOSURES Charrn Penamard | Logout
Approved E-Bulk Software Solution

Dashboard Applications Results Reports

Applications Dashboard

The table beigw pravides an averview of the status of your current apalications
appicatians avar 183 days ald and Disciesurs Soatiand anplications avar 50 days

n the systam, campleted CAS
nave baen auzomatically archived.

Pre-CRB Processing CRB

CRB E-Transfer

TS 5
Anoications Samt 2
Pre-Disclosure Scotland Processing Disclosure Scotland
\aing D Chacs 13 nzmaz 13
R 2 Augication Comgiste 1

Screen Shot 13
Step 2 - Viewing a Disclosure Certificate with content — see screen shot 14.

e To view the disclosure information of a disclosure with content e.g. disclosure issue date, reference number and
disclosure status, click on the applicant’s reference number (see screen shot 13). This information will always be
retained on the system, even after the disclosure has been archived.

e  For disclosure results with content you will not have the facility to download the Disclosure Certificate from the
online system, the certificate will be sent by the CRB to the Countersignatory for onwards transmission to you the
Applicant Manager (if applicable) by post. The applicant will still receive their own hard copy in the post.

2741072010 [E]  DBSTEST273 TEST 000000000168 27/10/2010 Clear BLECAR

27/10/2010 [E] | 2Z11HEPBZG9 HEFBURN 000000000167 27/10/2010 Clear CHEQSORG

2741072010 [E] @ S543FLINZ70 FLINT 000000000168 26/10/2010 CHEQECRG |
26/10/2010 [E]1 | BS7WINDZ&3 WIND=OR oooooogoolel 19/10/2010 See Disclosure CHEQSORG

23/10/2010 [E] | EB49KEARIST KEARMET 000000000165 zz/10/z010 Clear CHEQSORG

Screen Shot 14
All details correct at time of upload. Version 6.0. 07/08/2012. 10



Clear Results:

Step 1 — Notification — see screen shots 14 & 15.

e Toview a clear result please return to the Dashboard and click on ‘Application Complete’ (please refer back to screen

shot 13).

e All Clear results are notified online only — you will not receive a Disclosure Certificate in the post. The certificate will
be available to view online and/or download (PDF format) for up to and including 180 days. The applicant will still

receive their certificate in the post.

Step 2 - Viewing a Clear Disclosure Certificate — see screen shots 15 & 16.

e As an Applicant Manager you can click on the word ‘Clear’ found in the applicant’s ‘Status’ column. This will open up

their application form.

OSSTESTZ73 TEST 000000000168 27/10/2010 BLECAR

27/10/2010 [E]

27/10/2010 [E]  211HEPBZ269 HEFPBURM 000000000167 27/10/z2010 Clear CHEQSORG
27/10/2010 [E] | S43FLINZ70 FLINT 000000000166 26/10/2010 Clear CHEQSORG
26/10/2010 [E]  BS7WINDZ263 WINDSOR ooooooooolel 19/10/2010 See Disclosure CHEQSORG
23/10/2010 [E] B543KEAR1ST KEARMEY 000000000165 Zz/10/z2010 Clear CHEQSORG

Screen Shot 15

e  You will now see the following screen shot below:

Welcome Jordan

E ELILI( DISCLDSLIRES Change Password | Logout
Approved E-Bulk Software Solution

Dashboard Applications Results Reports

Disclosure Results > E0000000049

Disclosure Header View Application
T pownload Disdlosure
CRE Reference: E0000000049
Disclosure No: 000000000049
Issue Date: 24/05/2011
Disclosure Result: Mo match sxists for this person in requested fislds

Enhanced Disclosure

Applicant Personal Details

Surname:

Forename(s):

Other Names: None Declared
Date of Birth: 09/02/1973
Flace of Birth: SCOUTHAMPTCN
Gender: Male

Employment Details

Fosition Applied For: SUPPCRT WORKER

Name of Employer: CHEQS ORGANISATION

Countersignatory Details

Registered Body: CHEQS TEST RB

Countersignatory: TEST CSIG NAME

Police Records of Convictions, Cautions, Reprimands and Final Warnings

none recorded

Screen Shot 16

All details correct at time of upload. Version 6.0. 07/08/2012.
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Step 3 — Downloading a clear Disclosure Certificate — see screen shots 16 & 17.

e Click on the ‘Download Disclosure’ link, this will open up a separate PDF document containing the clear Disclosure
Certificate (see screen shot 16). This certificate is available for you to download and print, or to save a copy into a
secure folder.

e Please ensure that you follow the CRB Code of Practice — Secure Storage, Handling, Use, Retention & Disposal of
Disclosures and Disclosure Information.

e This PDF Disclosure Certificate will be available to view online for up to a maximum 180 days, thereafter it will be
deleted from the system. However you will still be able to view, via a report request, all relevant information such as
applicant name, date of birth, certificate number, issue date and disclosure result.

STRICTLY PRIVATE AND CONFIDENTIAL

| Pages .

CHEQS TESTRB

Enhanced Disclosure

Disclosure No. 000000000049

Date of sue 24 May 2011
Applicant Personzl Details Employment Details
Sumame TEST Position applied for
Forename(s)

crmmel) TET SUPPORT WORKER
Other Names NONE DECLARED
Date of Birth 091021973 Nazse of Employer:
Place of Birtl: SOUTHAMPTON CHEQS ORGANISATION
Gender MALE

Countersignatory Details
Registerad Person/Body-

CHEQS TESTRB

Countersignatory:

TEST CSIG NAME

Polhies Records of Comvictions, Cautions, Reprimands and Final Wamings

NONE RECORDED

Information fom the Lzt held under section 142 of the Education Act 2002

NONE RECORDED

1SA Cluldren Bared List Information

% Aftachmerts

NONE RECORDED

| Comments

ISA Vulnerable Adults Bamed List Information

Screen Shot 17

All details correct at time of upload. Version 6.0. 07/08/2012. 12



Applicant Manager Guidance Notes — Section E

Section E

FIND AN APPLICATION
Step 1 - Finding an individual application — see screen shots 18 & 19.

e To find an individual application pre or post CRB processing, select from the Dashboard the Applications tab and then
click on ‘Find Application’.

Welcome Jordan

EBULK DISCLOSURES Change Password | Logout
Approved E-Bulk Software Solution

Dashboard Applications Resulis Reports

Applications for Checking pplication

The table contains applications waiting for 1D verification or Section Y to be completed and approved.

Click the reference number to view the application details and complete the required sections.

Date Created Our Ref Surname Date of Birth Disclosure Ref
04/04/2011 [E] | B0GHEPE HEFBURN 27/05/1879

25/03/2011 IE] | 1 TES 20/08/1976

22/03/2011 IE1 EXAMPLE 12/06/1976

07/03/2011 [E] | 422k KEARNEY 01/07/1980

10/02/2011 [E] | 59410HN400 JOHNSON 13/05/1976

04/02/2011 [E] | DESTIMM396 TIMMS 01/01/2001

20/01/2011 €] TWITCHETT 28/02/1980

17/01/2011 €] HEFBURN 25/05/1979

04/01/2011 IE1 KEARNEY 01/07/1978

09/12/2010 IE] | 1 SMITH 02/04/1987

Showing 1 - 10 of 34 results | Page: 2 3 4 |Nexte[>]

Screen Shot 18

e The following box will appear for you to enter as much of the applicant’s details as you have available. E.g. if you only
enter the surname without date of birth or CRB reference, it will bring up a list of every applicant with that surname.
However if you enter their date of birth as well, then this will define the search results accordingly.

CLOSE X
Find applications by any or all of the following fields
Find Application
Our Reference:
surname; Taylad
Date of birth: I'DD'LI I'MM'LI I'YWY'LI

CRB Reference:

Screen Shot 19

All details correct at time of upload. Version 6.0. 07/08/2012. 13



Applicant Manager Guidance Notes — Section F

Section F

REPORTS

Step 1 - Running a report — see screen shot 20.

e Torun areport you need to return to the Dashboard and select the tab ‘Reports’ and then select the report you wish
to run. There are currently four main standard reports that you can choose from, however it is also possible to run a
customised report (please note that as you only process CRB checks, you can ignore the lower section of the
reports screen containing Disclosure Scotland report information).

EBuULK DISCLOSURES

Approved E-Bulk Software Solution

Dashboard Applications

Reports Dashboard
The opticns below provide access to all applic
CRB Disclosure Results

View all CRB applications completed
between two specified dates

Enter Report »

oOutstanding CRB Applications

Search for all applications that have been
with the CRB for longer than 40 days

Enter Report »

Disclosure Scotland Results

View all Disclosure Scotland applications
completed between two specified dates

Enter Report »

Outstanding Disclosure Scotland
Applications

Search for all applications that have been

Results

atioN S

Reports

scad through she cuctem oo ol can dofine o

CRB Invoice Report

View applications between two specified
dates on invoice report

Enter Report =

with Disclosure Scotland for longer than 40

days

Enter Report »

ISA Adult First Requested

‘View all ISA Adult First requests submitted
between 2 specified dates

Enter Report »

Disclosure Scotland Invoice
Report

View applications between two specifisd
dates on invoice report

Enter Report »

i i report

w
Change Passwor: d | Logout

[ ot

Screen Shot 20

Stage 2 — Invoice Report — see screen shot 20 above.

This report can be used to produce an electronic version of the invoice you will receive from us or for you to calculate the
company budget required in relation to CRB costs. This can be filtered by a specific division or can be run on all divisions

within your organisation. The report captures applicant and organisation data with the addition of;

e  Basic, Standard or Enhanced Fee
e Cost Code

e Organisation Postcode
e Admin Fee (referred to as Base Fee on the system)

e VAT

e Total application price

All details correct at time of upload. Version 6.0. 07/08/2012.
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Applications that were submitted before the system was capable to produce invoice reports will not be captured in the

report. These will have a zero value against them. Only applications processed after the system was capable of producing
this report will be captured.

Stage 3 - Customised Reports and selecting field headings — see screen shot 21.

e To run a customised report you can select the field headings and date criteria that you wish the report to contain.
For example this is an ideal opportunity to run a report when carrying out re-checks on your staff or for capturing

cost codes for invoicing purposes. All reports can be printed, or saved into an Excel spreadsheet (.CSV file) or PDF
document.

EBuUuLK DISCLOSURES

Approved E-Bulk Software Solution

Dashboard Applications Results Reports

Reports Dashboard > Create Heport

Define Report Parameters

Status Channel Display A Find Apclication
Cptional Select ~ Cptanal Select » 10 8
Date Type Order Date From Date To
Created Date Wi [Oldmst First [ ornao | [
Select which fields you want to display in the report
™ view ¥ crested Date ¥ stats P channel I our Ref ¥ pisclosure ref
I Cusclosure Type ™ Forename ® surname  Date of Birth I comp AuthCate [ Sent Cate
I isclosure No I Disc Result I” Disclssue Date | Disc Received Date | DiscSentDate [ Risk Assessment
¥ Grganisatinn I orgintermal Ret [ IDChecked ey [ o I approved oate [ Enhanced Fee
™ Basic Fee I Base Fee I Cost Coda I Grg Pastends
The following fields are for CRE Only:
I 15 velunteer T position [ sectionvoste [ 154 Reference I 154 pate ™ 152 aduh Firss admin

™ 1SA Adult First Fem

Screen Shot 21

ALL USERS — PLEASE LOG OFF AT THE END OF YOUR SESSION. IF A SESSION IS INACTIVE FOR MORE THAN TEN MINUTES
YOU WILL BE AUTOMATICALLY LOGGED OFF (THIS IS DUE TO SECURITY REASONS).

Contact Details

If you experience any technical issues with the online system, please contact the Oxfordshire County Council's HR Vetting
& CRB Team on 01865 797407 or email crb @oxfordshire.gov.uk
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CRB List of Acceptable Identification — Section G

Route 1
Three documents in total must be seen; one document must come from Group 1 and a further two documents from
Group 1, 2a or 2b. One document must verify the applicant’s current address.

Route 2

One document must be seen from Group 2a and two further documents from Group 2a or 2b; one of which must verify
the applicant’s current address. Applicants will also be required to undergo an external ID validation service through
Route Two.

Route 3

A Certified copy of a UK Birth Certificate (UK and Channel Islands, issued after the time of birth by the General Register
Office/relevant authority) required to be seen and four further documents must be seen from Group 2 comprising of one
document from Group 2a and three further documents from Group 2a or 2b; one of which must verify the applicant’s
current address.

Group 1 - Primary Trusted Identity Credentials
. Current valid Passport
= Biometric Residence Permit (UK)
= Current Driving Licence (UK, Isle of Man /Channel Islands) (Full or provisional)
0 Aphoto card is only valid if the individual presents it with the associated counterpart licence (except Jersey)
= Birth Certificate (UK and Channel Islands) - issued at the time of birth;
O  Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions
and HM Forces. (Photocopies are not acceptable)

Group 2a - Trusted Government/State Issued Documents
= Current UK Driving licence (old style paper version)
= Current Non-UK Photo Driving Licence (valid only for applicants residing outside of the UK at time of application)
= Birth Certificate (UK and Channel Islands) - (issued after the time of birth by the General Register Office/relevant authority i.e.
Registrars — Photocopies are not acceptable)
= Marriage/Civil Partnership Certificate (UK and Channel Islands)
= Adoption Certificate (UK and Channel Islands)
= HM Forces ID Card (UK)
= Fire Arms Licence (UK and Channel Islands)

Group 2b - Financial/Social History Documents

=  Mortgage Statement (UK or EEA)** (Non-EEA statements must not be accepted)

= Bank/Building Society Statement (UK or EEA)* (Non-EEA statements must not be accepted)

= Bank/Building Society Account Opening Confirmation Letter (UK)

= Credit Card Statement (UK or EEA)* (Non-EEA statements must not be accepted)

= Financial Statement ** - e.g. pension, endowment, ISA (UK)

= P45/P60 Statement **(UK & Channel Islands)

= Council Tax Statement (UK & Channel Islands) **

= Work Permit/Visa (UK) (UK Residence Permit) **

= Utility Bill (UK)* — Not Mobile Telephone

= Benefit Statement* - e.g. Child Allowance, Pension

=  Adocument from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK & Channel Islands)*-
e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social
Security

= EU National ID Card

= Cards carrying the PASS accreditation logo (UK and Channel Islands)

= Letter from Head Teacher or College Principal (16/17 year olds in full time education — (only used in exceptional circumstances
when all other documents have been exhausted)

Please note:
If a document in the List of Valid Identity Documents is:

= Denoted with * - it should be less than three months old
= Denoted with ** - jt should be issued within the past 12 months
=  Not denoted — it can be more than 12 months old

All details correct at time of upload. Version 6.0. 07/08/2012. 16



