
This document will explain how to create a corporate account and bulk purchase
applications that your contacts can use to apply for National Police Checks

Create your corporate account

Enter your details (1) and click on the "Create Account" button (2). Please note that all
fields need to be accurate and valid.
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Check your designated email address

A welcome email with information about your corporate account has been sent to your
designated email address. If you cannot find any emails from us, please check your
SPAM folder or contact us directly on https://www.urbanverified.com/contact/
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Login

If you already have a corporate account you will be able to login directly on
https://secure.urbanverified.com/Login by entering your login details (1) and clicking on
the "Login" button (2).
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Welcome Page New Accounts

You can bulk purchase applications by clicking on the "Purchase Applications" button
(1). If you have any questions you can also download this guide or contact us in
https://www.urbanverified.com/contact/ (2)
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Bulk Application Purchase I

Enter quantity in the desired check and click "Add to Cart"
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Bulk Application Purchase II

Checks will be added to your cart. Click "Checkout" (1) to continue.

Bulk Application Purchase (3)

You can change check quantity by clicking plus and minus buttons (1 and 2), remove
product completely by clicking x button (3) or clear cart by clicking "Clear Cart" link.
Clcik "go to Credit Card Payment" to continue.
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Payment By Credit Card (Credit Card Details)

Complete your Credit Card details (1) and click the "Submit Payment" button (2)
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Purchase Confirmation Credit Card

Once your Credit Card details have been verified, a confirmation page will be available
for you to print (1) or view (2) your receipt. Click "Continue to Dashboard" (3) to email
application invites
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Welcome Page Existing Account

If you have bulk purchased applications before, you will be able to see a summary of
your orders including Product Name, Total Applications #, Applications Used and
Pending Invites. You can also click the "Send Invites" link to see more detailed info
about the order and add email addresses to invite.
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Application Invites Detailed Info and Email
Functionality (Bulk Upload)

You can bulk upload invitees by uploading an excel file (use "See structure" link to see
an excel file example). Click the "Browse" button (1) to browse to the excel file and click
the "Upload File" (2) to continue.
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Application Invites Declaration (Bulk Upload)

Please read and Agree with the declaration by clicking the "Proceed" button.
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Application Invites Summary (Bulk Upload)

The system will display a list of successful and failed application invites. Click "Back to
Invites" (1) button to continue.

Application Invites Actions (Bulk Upload)

You can cancel invitations and Resend invitation by clicking the appropiate links.
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Application Invites Detailed Info and Email
Functionality (Manual Entry)

If you want to email application invites directly: Enter Sender Name (1), reference code
(2), designated email addresses comma separated (3) and CC email addresses comma
separated (4). By clicking the "Preview Email" you will be able to see email content (5).
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Application Invites Declaration (Bulk Upload)

Please read and Agree with the declaration by clicking the "Proceed" button.
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Email invitations to designated email addresses

Verify email content and click the "Send Email" to complete.
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Application Invites Actions (Bulk Upload)

You can cancel invitations and Resend invitation by clicking the appropiate links.
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