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ViewPoint Screening Instructions: A Step-by-Step
Guide to purchasing your background check
Step 1: Go to Mid-State’s landing page on ViewPoint
Screening’s website

Visit ViewPoint Screening to begin your background check package purchase
process.

ViewPoint Screening

Step 2: Select Start Your Order
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Step 3: Choose your program

Once Start Your Order is selected, it will expand to show you the available
programs that offer background check packages. Select the program that you

have been instructed to purchase a background check package for and select
the background check link.


https://www.viewpointscreening.com/mstc

Start Your Order

W Dental Assistant
Background Check -
@ Health Information Management
S Medical Assistant
B MNursing (Associate Degree of Nursing)
£ Nursing (Nursing Assistants)
£ Phlebotomy Technician
&9 Respiratory Therapy

|65 Surgical Technology

Cancel

Step 4: Confirm your selected program

After following the background check link for your selected program, please
confirm you are about to purchase a background check for the correct
program.

You are placing an order for
DENTAL N

Click "Confirm" to continue.

If this is not the correct program, go
back to the previous page and select
the correct package.




Step 5: Review the Required Package Summary and
Terms of Use and Refund Policy

After confirming your selected program, review the background check
package summary and the Terms of Use and Refund Policy. To continue to the
next step, select the check box that states that you have read, understand and
agree to the ViewPoint Screening Terms of Use and Refund Policy. After
reviewing, select Next to continue to the next step.

ViewPoint Screening Terms of Use and Refund Policy

Required Package

The department of Health Sciences at Mid-State Technical College
requires the following service(s) to be performed by Viewpoint

Screening:

Background Check: Wisconsin DOJ & DHFS Caregiver Background
Check
Wisconsin Circuit Court Statewide Criminal
Records

County Criminal Records (7 year history, all
jurisdictions outside of Wisconsin)
Nationwide Crime Database

Nationwide Sexual Offender Registry
Healthcare Fraud & Abuse Scan

Address History / SSN Validation

$48.00

- »)

Terms of Use and Refund Policy

Please review the Terms and Conditions of Use carefully below.

Last Updated: 11/18/2025

These Terms and Conditions of Use (Terms of Use) contain important information



https://www.viewpointscreening.com/disclaimerViewPoint

Step 6: Complete the Background Information
Disclosure (BID) form and the Applicant Information
form

Before purchasing your background check package, you must complete both
the BID form and the applicant information form. To complete the BID form,
select the Click to Complete Required Form(s) box to open the form and fill in
the required fields for each page. All three pages must be completed for this
process.

Complete Release Form

In order to obtain Wisconsin background check information, it is required
that you complete a BID Form.

This is a new automated process. Viewpaoint Screening has created an
electronic system that will allow you to easily complete the BID form. You will
provide your personal data and answer all questions within a separate
interface. You will not be able to move forward if any fields are left blank. The
data provided will automatically be transferred to fill in the required BID faorm.

[Elick to Complete Required Form{s}] -

VIEWPONT \PSCREENING

3 Pages
BACKGROUND INFORMATION DISCLOSURE (BID) FOR ENTITY EMPLOYEES AND CONTRACTORS

PENALTY: A person who provides false information on this form may be subject to forfeiture and sanctions, as provided in Wis. Stat. § 50.065(6)c) and Wis. Admin Code § DHS 12.05(4).

Completion of this form to verify your eligibility for employment/service as a “caregiver” is required by Wis. Stat. § 50.065 and Wis. Admin Code ch. DHS 12. Failure to complete this form may result in denial or termination of your
Refer to DQA form F-820644, Instructions, for additional information.

(Check the box that applies to you.

O applicant / Employee () Student / volunteer () Contract

NOTE: This form should NOT be used by applicants for entity operator appraval (icense, certification, registration or other DHS approval) or by entities ti i d facilti non-client resident. Applicants for entity operator approval or for
entity from the Div f Quality Assurance.

Full Legal Name — First




After completing the BID form, continue to complete the Applicant
Information form and address section below the Complete Release Form
section. Fill in all the required fields that are identified by the asterisks.

Be careful not to make spelling errors or mistakes when entering in your
personal information as any error can force you to submit a BID re-order for
an additional $7.00.

Applicant Information

Do not place an order on sormeone's behalf. This form must be filled out
by the individual who requires Viewpoint Screening services.
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Please Note: If you DO NOT have an alias name,
leave this field blank. Only provide if you have
used an alias within the last 7 years.

Alias/Maiden Name 2. [l )
Please Note: If you DO NOT have an alias name,
leave this field blank. Only provide if you have
used an alias within the last 7 years.

Alias/Maiden Name 3:  |li§ )
Please Note: If you DO NOT have an alias name,
leave this field blank. Only provide if you have
used an alias within the last 7 years.

( J-( /- )

Please Note: If you have not been issued a valid

U.S. SSN then enter all zeros (000-00-0000)
instead.

EEEE /o)
Phone Number* :} (M-111-111)

Current Residential Address:

If applicable, your address will used to determine your drug test
collection location.

w

For an international address, select "International”
and select the foreign Country name below.

Zip Code® (—)ziP Code Look Up Tool

Please Note: If you hdve an mLemdLlondl address
that does not require a Zip Code, please fill in
"00000"




Step 7: Complete the Payment Information section

After completing the BID and Applicant Information forms and confirming
that all personal information is correct, select Next and this will prompt you to
pay for your background check package on the Payment Information page.
Fill in all the required fields in the Payment Information section and select
Next to complete your purchase.
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Step 8: Login to your ViewPoint Screening Account

Once your payment is complete, you will be prompted to login to your new
ViewPoint Screening account using the student email you provided and to
create a new password. After creating your new password, you will be logged
in to your account by selecting Reset Password.



e— ===

Step 9: Check your results

After purchasing your background check package from ViewPoint Screening,
your background check results will be complete and ready to view 1 - 4 weeks
after purchase.
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