
Completing a Full Criminal 
Background Check (CBC) on 

ViewPoint
Step-by-Step Guide



Go to the ViewPoint Website

❖ Go to, https://www.viewpointscreening.com/uww , this link is also available in your Canvas 
assignment

❖ Click ‘Start Your Order’

https://www.viewpointscreening.com/uww


Start Your Order

❖ Select the option ‘New Undergraduate Admissions/Office of Field Experience’
➢ Graduate students in the College of Education and Professional Studies should also select this option.



New Undergraduate Admissions/Office of Field Experience

❖ Click  ‘Background Check’ if this is your first time completing a full background check in 
ViewPoint.  Click ‘Recheck Background Check’ if you have already completed on.



Placing an Order

❖ Click ‘Confirm’ 
❖ Read through the Terms of Use and 

Refund Policy
❖ Click the box stating  ‘I have read, 

understand and agrees to the ViewPoint 
Screening Terms of Use and Refund 
Policy’ Then click NEXT.



Complete Release Form

❖ Click on the box labeled ‘Click to Complete Required Form(s)’



Background Information Disclosure (BID) form Page 1 of 3

❖ Select ‘Student/Volunteer’
❖ Enter your full legal FIRST NAME
❖ Enter your middle name
❖ Enter your full legal LAST NAME
❖ Enter your date of birth (DOB)

➢ Must include the slashes
■ EX: 01-01-2000

❖ If you have had  any previous names, 
including prior to marriage, type in the 
names



Background Information Disclosure (BID) form Page 1 of 3

❖ Scroll down 
❖ Select your sex
❖ Enter your HOME ADDRESS

➢ Address, city, state, zip code
❖ Click NEXT



Background Information Disclosure (BID) form Page 2 of 3

❖ Answer ALL 7 questions HONESTLY by selecting Yes or No
➢ If you selected Yes, provide all required information 

❖ Once ALL 7 questions are answered, Click NEXT



Background Information Disclosure (BID) form Page 3 of 3

❖ Answer All 7 questions HONESTLY by selecting Yes or No
➢ If you selected Yes, provide all required information 

❖ Once All 7 questions are answered
➢ Type your full legal INITIALS
➢ Type your FULL LEGAL NAME
➢ Type the date you are completing the form

■ Include slashes   EX: 08/20/2025
❖ Click ‘Submit Form’



Double Check the BID Form
❖ Click the first link to double check the information is accurate on the BID form

➢ This will open as a PDF in Adobe 
❖ If the information is accurate, click ‘CONTINUE’
❖ If the information is inaccurate, click ‘FIX DOCUMENT’

➢ This will take you back to the BID Form where you can update your answers to ensure accuracy.
❖ Once all information is correct, select ‘CONTINUE’



Applicant Information

❖ You will be brought back to the page where you first opened the BID 
Form

❖ Now complete all fields under ‘APPLICANT INFORMATION’
➢ Legal First Name
➢ Legal Last Name
➢ Middle Initial if applicable
➢ ANY aliases/maiden names you have
➢ Social Security Number (SSN)

■ It provides the dashes for you
➢ Date of Birth (DOT)
➢ Gender
➢ Phone Number



Applicant Information EMAIL

❖ Scroll down to E-Mail address
❖ IMPORTANT!

➢ DO NOT USE YOUR UW-
WHITEWATER EMAIL

➢ USE A PERSONAL EMAIL

It is crucial that you use a PERSONAL EMAIL. After 
graduation or if you transfer schools, your UW-
Whitewater email will be deactivated and you will not 
be able to access your results.



Current Residential Address
❖ Fill in your CURRENT address

➢ Street Address
➢ City
➢ State/U.S Territory
➢ Zip Code

❖ Click NEXT
❖ Confirm that all info is correct

➢ Click OK



Payment Information

❖ Accurately fill in all payment 
information
➢ First name
➢ Last name
➢ Credit card number
➢ Expiration date 

■ Correct: 05/2026
■ Incorrect : 05/26

➢ CVV
➢ Credit card type
➢ Email address to send receipt
➢ Phone number
➢ Street Address
➢ City
➢ State
➢ Zip Code

❖ Select NEXT
➢ Click NEXT only once. Clicking 

multiple times may result in duplicate 
charges.



Receipt

❖ The email you entered in the Payment Information 
section will get an email with a receipt.

❖ Take a screenshot of the receipt (or the confirmation 
page) and upload it to the Canvas assignment.
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