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California Credit Information Solutions

Insta Screen Reference Guide

Ordering Reports

Note: If you have lost or forgotten your user name or password, call (888) 433-0090. Your
password must always be at least eight characters, alpha-numeric (combination of letters and

numbers).
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Note: ‘Clear Form’ will uncheck all selected products/services. ‘Cancel’ will redirect you back to
the Home Page

Package reports will not allow you to choose from a list of products; instead, you will be directed to
the data entry page
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Tip: With the Jurisdiction tool on. Entering the zip code before entering the city and state will allow
for faster data entry; the system will automatically select and fill in the appropriate city and state
based on the zip code.
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Note: If the system did not automatically select the appropriate jurisdictions to search, you may
have a pop-up blocker on your system. To disable pop-up blockers, select “Allow pop-ups from this
site only” from your pop-up blocker program.
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Note: ‘Clear Form’ will erase all data you have entered. ‘Cancel’ will redirect you back to the
Home Page.
If there is any required information missing, the system will notify you and highlight the appropriate
field(s) in yellow.
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Note: Only products which were not included as part of the original report will be available for order.
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Note: The Employment letters are customizable. To modify the letter, simply place your cursor in
the body of the text to erase, add or rewrite as needed.
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Note: When searching using the ‘List Last’ feature, reports will be listed in date order beginning
with the most recent report ordered. Reports can be sorted several different ways by clicking on
any of the available column headers.
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Tip: By entering just a portion of the last name, social security number, file number or reference
number in the ‘Search Terms’, the system will return results matching the portion you entered.
Example- Search By: Last Name / Search Terms = Smi; InstaScreen will return ALL reports on
individuals whose last name begins with * Smi ‘ such as Smiley, Smith, Smitz and so on.
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The ‘Workspace’ Menu
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Note: ‘Clear’ will clear the screen; ‘Cancel’ will redirect you to the Home page.
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Note: The ‘User Admin’ has the rights to add new users to the account, change his or her
password, view invoices, lock or make inactive ‘User’ accounts, order reports and view all reports
on the system under the account.

A ‘User’ has the rights order reports, view only the reports he or she has ordered, and change his
or her password.

It is VERY important that each person ordering reports from our system use their own user name
and password. For accuracy and security purposes, please do not allow multiple users to share
user names and passwords to order reports.
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If you have questions or need assistance, please call us at (800) 476-2044



