


MISSION STATEMENT & CORPORATE VALUES 

Our Mission Statement 
 

To be the most time-honored, innovated screening company nationwide.  Committed to 

honesty, resourcefulness, and 100% client satisfaction. To be a leader in the responsible  

use of information, and to pledge that we have  the  proper  balance  between  society's   

right to know and  the individual's right to privacy.  

  

Our Corporate Values 
 

• Integrity 

•  Commitment 

•  Quality 

•  Trust 

•  Service 

 

 



Welcome… 
 

Prime Information Center has designed an easy to follow Guide to  

Pre-Employment Screening on how to get to our website and to maneuver within 

the program as well as other helpful information. 

 

In the Training Session, you will be shown how to order a request, monitor the 

progress of your requests, retrieve results and archive results for accessing at a 

later date.  You will find that the Training Session is very informative and will allow 

you more ease when going online to submit and retrieve the information you 

need. 

  

The following pages of the Training Session should be read at least once, all the 

way through, so that you have a better understanding of how the program works 

and what information is required in order to complete your requests. 

  

We hope you find the Guide to Pre-Employment Screening helpful and thank you 

for using Prime Information Center, Inc. for your background screening needs. 

  

 



Important Information 

 

Prime Information Center        281-859-9220 

IT Department ext. 102 

Sales  ext. 101 

Billing/Invoicing ext. 601 

 



I.  Welcome 

        Mission Statement and Corporate 

Values 

        Welcome Letter 

         Important Information 

 Table of Contents 

II.  Training Session 

 Let’s Get Started……………. Page 1 

 Main Page…………………….Page 2 

 Requests…………………… Page 3 

 Order Products…………….… Page 4 

 Applicant Information………. Page 5 

 Ordering County Criminal 

 Searches…………………….. Page 6 

 Ordering Nationwide Criminal 

 Searches…………………….. Page 7 

 Ordering Past 7 Years from SSN 

 Criminal Searches…………… Page 8 

 

 

Look Up a County…………….….. Page 9 

MVR, Credit, SSN……………….... Page 10 

Employment……………………….. Page 11 

Education …………………………. Page 12 

Professional License,  

Workers Compensation………….. Page 13 

Resident History…………………... Page 14 

OFAC………………………………. Page 15 

Submitting the Order…………….. Page 16 

Confirmation Sheet……………….  Page 17 

Status Report……………………… Page 18 

View Results………………………. Page 19 

Sample Report…………………… Page 21 

Archiving…………………………… Page 22 

Thank you !……………….……….. Page 24 





Page 1 

Let’s Get Started…. 
Go to Prime’s Home Page:    

http://www.primeinformationcenter.com  

and go to the Customer login where you enter your Username and Password in all CAPS. 

http://www.primeinformationcenter.com/
http://www.primeinformationcenter.com/
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This is the MAIN page after login. 

Messages, notifications and general information of interest will be posted here.   

There is also a “Quick Search”, located on the left, to quickly locate an applicant in your archived results! 
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To begin select the 
“Request” button 
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The blue box lists the products that are available. 

To select or deselect a product simply “click” into the box next to the item. 
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Fill out the top section with 

your applicant’s information.  

Asterisks indicate required 

fields. 

 

 

 

Alias or AKA is used when 

your applicant has used 

another name.   

(Additional charges may apply) 

 

The “Reference” field is for 

your purchase order or project 

site. The “Position” field is the 

position your applicant is 

applying for if they are a new 

hire. 

 

 
 

Click “Continue” 
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To order the criminal search, click on the arrow and select the type of search, 

then the state, then the county.  Repeat for each county, statewide, and/or 

nationwide you need searched. 

If you have ordered all criminal searches you need, click the “Add Searches to 

Order” button. 
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To order the Nationwide search, click on the appropriate arrow and select 

Nationwide, then select US under the State, and then the Nationwide again in 

the County/Jurisdiction column.  

If you have selected all the criminal searches you need, click the “Add 

Searches to Order” button. 
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To order the criminal search called Past 7 Years Based on SSN, you need only 

put  the information for the current county of residence. If you have already 

typed the current county of residence, you do not have to enter it again.  Your 

Client Care representative will know to run the Past 7 Years criminal search. 

If you have ordered all criminal searches you need, click the “Add Searches to 

Order” button. 
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Don’t know the County or Federal District? 
   

The “Zip Code Lookup” can help you.  Just type in the Zip 

Code and click “Assign the County” or “Assign the Federal 

District”.  Then click “Add Searches to Order” at the 

bottom. 
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The third page now displays and 

reviews what you have already 

ordered.   
 

To order a Motor Vehicle Record 

located just below your 

information, type in the Driver’s 

License number and select the 

state it was issued in.  Next press 

the button “Save Keyed 

Information and Add to Order”. 

Credit Reports and Social Traces 

will automatically be ordered 

once selected from the 

“Products” in the blue box on the 

first page.   

NOTE:  You must be authorized 

by Prime to be able to order 

credit. 
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Fill out as many fields as possible.  Those with an asterisk are required.  

When finished, click the “Saved Keyed Information and Add to Order” 

button.    
 

If your applicant is currently employed, you MUST have specific 

permission from the applicant to verify their current employer. 
 

Many companies will not verify any information except for what has been 

given, therefore the more information you provide, the more thorough 

your search results will be. 
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Fields with asterisks are required.  Please use full name of the institution.   

For “Campus Location” type in city and state where the institution is located.   
 

The date the person attended and the date when they received their degree 

should be typed in order to facilitate accurate results. 
 

If the person was using another name while attending/graduating, you will need 

to add that name in “Names Used While Attending.” 
 

Next click the button “Saved Keyed Information and Add to Order.” 
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To order a Professional License verification and/or Workers Compensation 

claims history, simply fill in the required fields with asterisks.   
 

The more information you can provide, the more accurate the verification will be. 
 

Be sure to click the “Save Keyed Information and Add to Order buttons. 
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To verify the applicant’s current address for Pre-employment Screening, type in 

their complete address.  
 

To verify the applicant’s address for Resident Screening ONLY, follow the 

instructions given. 
 

Then click the “Save Keyed Information and Add to Order button”. 
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Office of Foreign Asset Control (OFAC) is the Homeland Security criminal 

database in compliance with the Patriot Act that will run the applicant’s 

name against known national and international terrorists and fugitives 

including the FBI’s Most Wanted listing, DEA and Interpol to mention a few.   
 

This feature will run automatically once selected from the “Select Searches 

to be Performed” blue box on the first page. 
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Next read the “Order Authorization and Submission” statement and 

click the Agree and Submit Order button.   
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YOUR REQUEST IS ON IT’S WAY! 
 

Once you have completed your request, you will receive a confirmation that will give you a 

brief statement of what was ordered. When tracking issues with the website, we may ask you 

for the Order number that only prints on this page. If you do not see this confirmation, then 

your request did NOT go through. 

 

You are now able to start another request for your next applicant by clicking the green arrow 

which will take you back to the beginning. 
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BE SURE TO HAVE YOUR POPUP BLOCKERS DEACTIVATED ! 

To view the status of your requests, click on the “Status Report” button on the Main page.  The Status 

Report confirms receipt of your request within 15 minutes of submission or less.   
 

Prime will post any questions we may have in the Status Report in order to help complete the request. 
 

You can change the sort order in any field of the status by pressing the up/down arrows in the heading. 
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BE SURE TO HAVE YOUR POPUP BLOCKERS DEACTIVATED ! 
 

To view completed results, click on the “Results” button on the Main page. 
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To view your completed report, click on “View”.  As in the Status Report, you have the 

capability to sort in a specific field by pressing the up/down arrows.  You can print your 

opened report while viewing or later by clicking the box on the far left next to the names 

you want to print and pressing the “Print All Selected” button.  A checkmark is placed 

next to the status to indicate you have already viewed that report.   You also can email 

Prime regarding a result by pressing the envelope on the far right. 
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Your results (see sample on 

the left) are in .PDF format. 

 

The information at the top 

of the report is your 

account and the applicant’s 

information.   

 

Next you will see the 

Executive Summary which 

will give you an overall 

summation of each product 

result ordered.  

 

Following the summary are 

the individual detailed 

reports. 
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Results will only remain under the “View Results” tab for 30 days from the 

day it is posted after which it will drop from the display!  In order to retain the 

results under your account online until you are ready to delete it, you should 

archive the result.  Simply select the report(s) to be archived by clicking into 

the box on the far left next to the SSN(s) of the applicant(s) and press the 

grey button “Move Selected to Archives”. They will remain in the archives 

until you select them to be deleted. 
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To view results in Archives, press “Archived Results” at the top.  As in the 

example above, it is the same as in your Results section except you have the 

option to delete a result by clicking into the box next to the SSN’s and 

pressing the blue button “Remove and Purge Selected”. 
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Prime Information Center, Inc. hopes that this Training Session has helped 

you to navigate our website more easily. If you have any questions or 

concerns about any of the information provided, please contact one of our 

experienced Client Care personnel and we will be happy to answer any 

questions you may have. 

 

Thank you for choosing Prime 

for your background screening needs. 

 

Phone:   281.859.9220 

Fax:        281.859.3811 


