Pre-Employment Screening Program
Federal Motor Carrier Safety Administration

Account Holder User Manual

Version 4.2 | 2023




ACCOUNT HOLDER USER MANUAL

Edition date: 07/2023
Version: 4.12

Pre-Employment Screening Program - Customer Service Group

Contact and Assistance Information: The preferred method of contact is by e-mail: Customer Support Email: PSPhelp@egov.com
Customer Support Phone: (877) 642-9499 Customer Support Phone Hours: Monday-Thursday, 8 a.m. - 6 p.m. and Friday 8 a.m. - 5 p.m. Eastern

Prepared by: NIC Federal, LLC (NICF), a subsidiary of Tyler Technologies Inc. Information in this document is subject to change without notice and does not
represent a commitment on the part of NICF. Without NICF’s express written permission, no part of this manual may be reproduced or transmitted in any
form or by any means, electronic or mechanical, including photocopying, recording, or information storage/retrieval systems, for any purpose other than
intended use.

Pre-Employment Screening Program
2 Federal Motor Carrier Safety Administration




TABLE OF CONTENTS
—

>

>

INTRODUGTION ....cetttiiieeiiittet e e e e eee ettt e e e e s e eabet et e eeeesaausb et taeeeeesaaassee et eeeaesaaass s e e eeeeeaesaaasssaeeeeeeeasaassseeeeeeesaaassseeaeeesesananseeeaeeeeesa annebeaeeeeesaaanssaneaeaeessaannsseaeaaaanens 4
CREATE A PSP LOGIN.GOV ACCOUNT ..uttiiteittittetesteeutestesttetesteetestesutessesueeusesbesueestesseausessesatensesheeaeeseeheenteaaeeasesbeeatenbesheeaeebeaaeenteeheeabesheeatenbesheente bt eatenbeabeenseneas 5
TERIMS AND CONDITIONS. ... teetetteiterteett ettt ettt steete s bt eut et e s bt e testeeutebesheeate bt eae e eeabeeaseseeeatembesheeae e bt eatenseebeeateeE e eateabesheeab e bt eheemteabeeabenbeeaeenbesheentebesaeentenne 22
PSP DASHBOARD......ccutetitteitettettete st et e sbesteete s bt sat e bt abeebesbeeaeebesheeat e beeat et e eheeatesb e eae et e eheeat e bt eheem e e bt ea s e bt eh e et e Sh e eat e bt eheeat e be oA e et e eh e et e eheea e e beehe et e abeeat e beeaeetenes 23
REQUEST PSP RECORDS .....eittetiieiiiiitttte e e e eeetite et e e e e e seass bt eee e e e e s e use et eeeeesaaaausse e e e e eeesaa aaseeeeeeeeesaansseeeeeeeeesauanssbeeaeeeeesaanssseaeaeeeseaaansbseaeeeeesanannseneaeaeessanannnnneaeaesens 25
MULTIPLE PSP RECORDS REQUESTS.....cettttte ettt ettt e e sttt et e e e e sttt e e e e e s aat b bt e eeee s e e aaat s e aeeeeeae s aanb e e e e e eeeeeaaunsb e b e e eeeesesannbebaaeeeesaassnbeeaeaeessanannnenaaaaeenns 27
REQUEST: IMULTIPLE LAST NAMES ......ceettttte ettt ettt e e ettt et e e e e st s ettt e e e e e s aab b et e eeeeae s aast et e e e eeeeesasnb e e e e eeeeeaaassbeeaeeeeesenanseeaaaeeeesanssnbeeaeeeeesanannsbaaaaaenens 29
RESULTS ettt sttt ettt ettt ettt et st et e b bt e at e bt eh e e st e eh e e s b e s bt eutem b e s b e eae e bt eheembeebeea b e et eaeeabeSh e ea e e bt eh e ea b e bt oAb e bt eh e e beSE e eat e b e ekt ea b e bt eh e e bt e he et e eheeat e benheeatenbeeaeeteae 30
PSP RECORD ...ttt ettt ettt ettt sttt b e bt et e s bt s at et e e bt et e sbeeateabesheea e e bt ea e et e bt eas e b e eae et e ebeeae e bt oheem e e bt ea s e et ea e et e Sheea e e bt eheea b e b e ea b ekt eh e et e eheea e e beehe e beebeeat et e saeetenes 31
SAIMPLE PSP REPORT ...ceeiiiiiiiiiitttttee et ettt et e e e ettt ettt e e e e s e uabe et e e e eee s uasae e e eeeee s naseeeeeeeee s aassseetaeeeae s aasseeeeeeeeesaansssbeeeeeesesannssaaeeeeeesesaunssneeeeeeesanaunnsnaeeaesssnnannns 32
SAMPLE PSP REPORT (INSPECTION DETAIIS) .. .eeiiiuiiieeeiiiiee ettt e ettt e ettt e ee ittt e e ettt e e e ettt e e eetaeeeeeaaaeeesaasseeeeaasseeesanssseesanssasesanssseesanssseesanssseesanssseesannsaeenasreeans 33
SAMPLE PSP REPORT (AdJUdICAtEA CItAtiONS) ......eeiiiiiiieiiiiiiee ettt e eeitee e e eeiteeeeete e e e eettaeeeeetaeeeseaseeeeaasaeeeeassseeeeassssaesanssesesanssseesanssesesanssseesanssesesannseeesansseeans 34
SAMPLE PSP REPORT (ViOlation SUMIMAIY) ...uueiiiiiiiieiiiieee ettt e ettt e ettt e e sttt e e e ettt eeseateeeseasbaeeaassbaeeaasaseeeaansseeesanssaeeeansseeesansseeesansseeesansseeeeansseneesnnseeessnnsens 35
PSP RECORD SAIMPLE - NO RESULTS FOUND ....coittettetirttetertesttetesteeutestesteestestesatessesueeasesbeeutenbesheeseenbesasensesaeease st e eatenbeebeeatenbeeatenbeabeeatenbeeatenbesbeentenbesaeeneenne 36
USER ACCOUNT (ADMINS ONLY) 1.eutiitteuteteetteteste ettt e e steettestesheeatesbesatetesueeate st e estentesbeeae e bt sheens e bt eateeeeaeeabesheeat e bt sheeae e bt ea b et e eheeabesbeeatenbesheenbeabeeatenbesneenseneas 37
USER ACCOUNT (ADMINS ONLY) = CHANGE FORIMS ..ot iiiee ettt ettt e st ettt esteeeteeesateestteesateeantaeassaeaasaeesssaeansesassseesnsaeesseseanseeanseeesnseeanseeesnsassseeesnseenns 38
AUDIT DASHBOARD ....cetitttttiee ittt e e e e et ettt e e e e e s aaettteeeeesasausea et eaeeesasanseeteeeeessaassseeeeeeeseaaasssseaeeeeesaaaanseeeeeaeee s ansseeeaeeeeesaansneeeeeeeeesannssseaeeeeesesannsneeeeessssnanns 39
CONTACT PSP CUSTOMER SERVICE .......eeiiiiiieiet ettt ettt ettt e e e sttt e e e e s e s uab ettt e e e e e s aasbaeeeeeese s ans s e aeeeeeee s e s sssbeeeeeesesaanssaetaeeeesesaunssneaeeeessanannssneaeaeessanannns 43

Pre-Employment Screening Program
3 Federal Motor Carrier Safety Administration




INTRODUCTION

» Welcome to the Pre-Employment Screening Program (PSP).

» This manual offers an overview of the PSP application for account holders.

» Overview
» Account holder login

» PSP dashboard

Purchasing PSP records

¥

» Account users and functions

» Written disclosure and authorization audit

» Getting Started

» To use the PSP online service, internet access is required. Use your choice of
internet browsers: Microsoft Edge, Mozilla Firefox, Safari, or Google Chrome.

» Before accessing the PSP application, account holders must enroll. Enrollment
instructions can be found at_https://www.psp.fmcsa.dot.gov/psp/signup/welcome.
Once enrolled, all authorized users on your company’s account will receive a PSP
Welcome email with instructions for creating the PSP Login.gov account required to
access PSP.




CREATE A PSP LOGIN.GOV ACCOUNT

» To create your PSP Login.gov account, click on the LOGIN button found on the PSP
home page: http://www.psp.fmcsa.dot.gov.

e

@ FMCSA

Federal Motor Carrier Safety Adminisiration

@Pre-Employment Screening Program Enroll  Drivers  Veterans ~ FAQs  Contact

PSP has the data that you need to
hire safe drivers.

Companies using PSP to screen new hires lower their crash rate by 8%
and driver out-of-service rates by 17%, on average, compared to those
that do not use PSP. Enroll today!

li -

» You will be re-directed to the Login.gov page.

Pre-Employment Screening Program
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http://www.psp.fmcsa.dot.gov/

» Click on the "Create Account" link to set up your account.

» Enter your email address.
» Note: This email must match the email address you or your company provided as part of the PSP

enrollment agreement. It can also be found in your Welcome email.

» Select your email language.

» Accept the Login.gov “Rules of Use” and click Submit.
vioemncov (@ mmrmimm T

© Please provide a valid smail address to create your
sccount. Mote: This email address must match the
email address that you provided when enrelling in PSP

8 o®

Pre-Employment Screening
Application is using Login.gov to
allow you to sign in to your account
safely and securely.

e

Create an account for new users

Enter your email address

O English [default)
O Espanol

O Frangais

O | read and accept the Login.gov Rules of Use & ~—

B - —

Pr ploy Scr ing Program
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» You will receive a “Confirm your email” notification from Login.gov.

» Click on the link “Confirm email address” button in the email.

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link will expire in 24 hours.

Confirm email address

» You will be taken to the Login.gov “Create a strong password” page.

» Follow the instructions to create a strong password and click “Continue”.

Uiceincov (@ rmmmsmme

@ You have confirmed your email address

Create a strong password « ==

Your password must be 12 characters or longer. Don't use
common phrases or repeated characters, like abc or 111.

Password

Confirm password

[ Show password

.

Password safety tips +

Pr ploy Scr ing Program
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» You will be taken to the “Authentication method setup” page.
» You must select at least one authentication method.

» We suggest you select “text or voice message” then click on “Continue”.

P LOGIN.GOV Pre-Empiaymant Soresning Program

Authentication method setup

Add another layer of security by selecting a multi-factor
authentication method. We recommend you select at least (2)
two different options in case you lose one of your methods.

[} D Authentication application

Download or use an authentication app of
your choice to generate secure codes.

] % Text or voice message

Receive a secure code by (SMS) text or
phone call.

O # Backup codes
A list of 10 codes you can print or save to

your device. When you use the last code,
we will generate a new list. Keep in mind
backup codes are easy to lose.

] & Security key

A physical device, often shaped like a USB
drive, that you plug in to your device.

[m] Government employee ID

PIV/CAC cards for government and military
employees. Desktop only.

Pr ploy Scr ing Program
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» You will be taken to the “Get your one-time code” page.
» Enter your mobile phone number.

» Select either text or phone call and click on the “Send Code” button.

D LOGIN.GOV o Pre-Emphoyment Soreining Brogram

Fisdhdoin Loy Cicnad Bty ArkTarinninos,

Get your one-time code

We'll send you a one-time code each time you sign in.

Phone number

== - 8776429499

How you'll get your code
O Text message (SM3) 2 Phone call

‘You can change this anytime. If you use a landline number,
select “Phone call”

Message and data rates may apply. Do not use web-based
(VIOIF) phone services or premium rate (toll) phone numbers.

Maobile terms of service

« Choose another option

0 9
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» A one-time code will be sent to you via text or phone call as selected.

v Once you have retrieved the code, enter it on this page and click “submit”.

Pre-Employment Foreening Progra ]
U LOGIN.GOV o H e Ea ks P

Enter your one-time code

We sent a text (SMS) with a one-time code to +1
. This code will expire in 10 minutes.

One-time code
Example: 123456

[0 Remember this browser

3 Send another code

Having trouble? Here's what you can do:

Use another phone numier >
I didn't receive my one-time code = >
Learn more about authentication options & >

: Choose another option

g Pre-Employ Scr ing Program
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» You will be prompted to “add another method.”

v You can add another authentication method at any time, select “Skip for now”.

& A phone was added to your account

B

&

You've added ynu#‘ﬁrst
authentication method! Add a
second method as a backup.

Adding another authentication method prevents you from
getting locked out of your account if you lose one of your
methods

Add another method

g Pre-Employ Scr ing Program
11 ) Federal Motor Carrier Safety Administration




» You will be redirected to Login.gov “Pre-Employment Screening Application” page.
» You will be reminded to add second authentication method.

v' Click on the “Agree and continue” button.

Continue to Pre-Employment
Screening Application

We'll share your information with Pre-Employment
Screening Application to connect your account.

& Email address

Add a second authentication method. You will have to
delete your account and start over if you lose your only
aitghentlcalion method.

Agree and continue

Cancel

Pr ploy Scr ing Program
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» You will be taken to the PSP website “Terms & Conditions” page.

Enter your initials in the “requestor’s initials” box and click “I Agree”.

EE An official website of the United States government Here's how you know v
ﬂ United States Department of Transportation US Engfish ~

& FMCSA

Federal Motor Carrier Safety Administration

(;D Pre-Emp|oyment Screening Program Enroll  Drivers  Veterans FAQs  Contact

2) My account ™ 2 Live Help m

Terms & Conditions

I ATTENTION ATTENTION ATTENTION

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network. (3) all computers connected to
this network. and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided
for U.S. Government-authorized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

This system contains information protected under the provisions of the Privacy Act of 1974 (Public Law 93-579). Any privacy information displayed on
the screen or printed shall be protected from unauthorized disclosure. Individuals who violate privacy safeguards may be subject to disciplinary
actions, a fine of up to $5,000, or both.

By using this information system. you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information system. At any time,
and for any lawful government purpose, the government may monitor, intercept, and search and seize any communication or data transiting or
stored on this information system.

Any communications or data transiting or stored on this information system may be disclosed or used for any lawful government purpose.

Requestors Initials (Required to proceed) *

m‘ Do Not Agree to Terms ‘
» That’s it! You will be taken to your PSP Dashboard.

Pr ployment Scr ing Program
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RESET YOUR PSP LOGIN.GOV PASSWORD

» If you are an existing PSP user and do not remember your password or if you need to
change it, click on the LOGIN button found on the PSP home page located at

http://www.psp.fmcsa.dot.qov/.

BE An official website of the United States government Here's how you know
@ United States Department of Transpartation

€ FMCSA

Federal Mctor Carmier Safety Administrafion

Pre-Employment Screening Program

hire safe drivers.

Companies using PSP to screen new hires lower their crash rate by 8%
and driver out-of-service rates by 17%, on average, compared to those
that do not use PSP. Enroll today!

PSP has the data that you need to

Enroll Drivers Veterans FAQs Contact

Welcome Back

l Multi-factor authentication is now
required to access PSP.

Click on the LOGIN button below. You will
be redirected to Login.gov. From here,

you can create an account, log in, or reset
your password.

1 Forgot your password?
Need help creating your Login.gov
account?

14
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http://www.psp.fmcsa.dot.gov/

» You will automatically be taken you to the PSP Login.gov sign-in page.

Scroll down to and click on the “Forgot your password?” link.

D LOGIN.GOV 0

8o

Pre-Employment Screening
Application is using Login.gov to
allow you to sign in to your account
safely and securely.

Signin Create an account

Signin for existing users

® Login gov is a secure sign-in service leveraged by the
Pre Employment Screening Program (PSP). From this
page, you can select to create an account, log in using
your existing credentials, or reset your password. Once
your email address and password have been
authenticated. you will be redirected to PSP website.

Email address
Password

O sShow password

Sign in with your government emplayee ID

« Back to Pre-Employment Screening Application

Forgot your password?

Security Practices and Privacy Act Statementy

Privacy Act Statement (1

15
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» You will be taken to the “Forgot your password?” page.

» Enter your email address associated with your PSP account and click “Continue”.

u LGGIN.GI‘:‘IU @ Pre-Employment Screendng Program

Fadmal Mcin: Comer Salety Adminisrehon

€ |f you have forgotten your password, follow the
prompts below, starting with your email address. This
email address must be the same email address you
provided when enrolling in PSP

Forgot your password?

Don't know your password? Reset it after confirming your
email address.

Email address

-

- Ceens

Cancel

16
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» You will be instructed to check your email.

Check your email

We sent an email 1o with & link o
reset your password, Follow the link to continun resotting
yOurr password

Dsch't reCarve an amasl? Rgsand

O, Croade & fdva BCCount using a differant amas address.

You can close thes browser wandow onoe you hdnee resEl your
password

» Go to your email box and open the “Reset your email password” and click on the “Reset
your password” button.

Reset your password

To finish resetting your password, please click the link below or
copy and paste the entire link into your browser

Reset your password

https:/fidp.int.identitysandbox.gov/users/password/edit?
request_id=bfdd2b90-8e71-4f3b-8e2e-
e28b4d48d1cs

Pre-Employment Screening Program
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» You will be taken to the Login.gov “Change your password” page.

» Enter a new password and click on the “Change password” button.

Pre-Employment Screendng Frogram
5 LOGIN.GOV e Fadmial ksl Comer Satshy Adminicroton

Change your password

You need your 16-character personal key to reset your
password if you verified your identity with this account. If vou
don't have it, you can still reset your password and then
reverify your identity.

New password

e z

] Show password

Password safety tips -

Pre-E

Scr ing Program
J) Federal Motor Carrier Safety Administration
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» You will be returned to the PSP Login.gov sign-in page.

» Enter your email address and new password and click on the “Sign in” button.

D LOGIN.GOV . P ——

8o0o®

Pre-Employment Screening
Application is using Login.gov to
allow you to sign in to your account
safely and securely.

Sign in for existing users

@ Login.gov is a secure sign-in service leveraged by the
Pre Employment Screening Program (PSP). From this
page, you can select to create an account, log in using
your existing credentials, or reset your password. Once
your email address and password have been
authenticated, you will be redirected to PSP website.

Email address
Password

[ Show password

Sign in with your government employee ID

+ Back to Pre-Employment Screening Application

Forgot your password?

Security Practices and Privacy Act Statement 3

Privacy Act Statement (7

g Pre-Employ Scr ing Program
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» A one-time code will be sent to you via the authentication method you selected when
you set up your PSP Login.gov account.

» Enter the one-time code and click “Submit”.

Pre-Employmenst Screening Proge) m

Enter your one-time code

We sent a text (SMS) with a one-time code to (***) ***-
This code will expire in 10 minutes.

One-time code
Example: 123456

->

O Remember this browser

| & Send another code ‘

Having trouble? Here's what you can do:

Choose another authentication method »
| didn't receive my one-time code >
Learn more about authentication options @ >
Cancel

Pr ploy Scr ing Program
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» You will be taken to the PSP Terms & Conditions page.

» Enter your initials in the Requestors initials box and click “I AGREE”

Terms & Conditions

I ATTENTION ATTENTION ATTENTION

You are accessing a U.5. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to
this network, and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided
for U.S. Government-authorized use anly.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

This system contains information protected under the provisions of the Privacy Act of 1974 (Public Law 93-579). Any privacy information displayed on
the screen or printed shall be protected from unauthorized disclosure. Individuals who viclate privacy safeguards may be subject to disciplinary
actions, a fine of up to $5,000, or both.

By using this information system, you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information system. At any time,
and for any lawful government purpose, the government may monitor, intercept. and search and seize any communication or data transiting or
stored on this information system.

Any communications or data transiting or stored on this information system may be disclosed or used for any lawful government purpose.
Requestors Initials (Required to proceed) *

dd ~—

m Do Mot Agree to Terms

That’s it! Your password has been updated and you will be taken to the PSP Dashboard.

Pre-Employment Screening Program
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TERMS AND CONDITIONS

» You must read and accept

the PSP terms and
conditions every time you
log into PSP.

Type your initials on the
bottom left section of the
page and click the “I
AGREE” button to continue
onto your Dashboard.

If you click “Do Not Agree to
Terms” you will be logged
out of PSP and returned to
a login page

Terms & Conditions

I ATTENTION ATTENTION ATTENTION

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to
this network, and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided
for U.S. Government-authorized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

This system contains information protected under the provisions of the Privacy Act of 1974 (Public Law 93-579). Any privacy information displayed on
the screen or printed shall be protected from unauthorized disclosure. Individuals who violate privacy safeguards may be subject to disciplinary
actions, a fine of up to $5,000, or both.

By using this information system, you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information system. At any time,
and for any lawful government purpose, the government may monitor, intercept. and search and seize any communication or data transiting or
stored on this information system.

Any communications or data transiting or stored on this information system may be disclosed or used for any lawful government purpose.
Requestors Initials (Required to proceed) *

dd ~—

m ‘ Do Mot Agree to Terms

Pr loyment Scr ing Program
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PSP DASHBOARD

Upon successful login and Terms & Conditions acceptance, the PSP Dashboard will display
all active records for your account. Records can be accessed for five days (120 hours) from

the time of purchase.

Dashboard

Your Records

PSP records are displayed below for 5 days (120 hours) from the time of record request.

Each record may be saved or printed. The search field can help you find a specific record.

Search... Q View 10 ~
Request Date Last Name License # State Requested By Actions
07/13/2023 JONES 1947712 WA @mailinat...
07/13/2023 SMITH 1234567 VA @mailinat...
07/13/2023 GODFREY KRR KRR PA @mailinat...
1to30f3 Page 1 0f1
Pr loyment Scr ing Program
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During the five-day window, view a record by clicking on the last name of the driver or
clicking Download. Downloaded records will open as a PDF document.

You may print or save your record any time during the five-day window.

To sort your records, click on the column name in the header. The system defaults to
sorting by the most recent “Request Date” at the top.

To search through active records use the search box shown below.

To search for a specific record, enter the information into the search field and press
enter or click the Search icon. The results will update to show the corresponding
record(s).

Dashboard

Your Records

PSP records are displayed below for 5 days (120 hours) from the time of record request.

Each record may be saved or printed, The search field can help you find a specific record.

Search., Q -~ —— View 10
Request Date Last Name License # State Requested By Actions
071372023 JONES 1947712 Wa @mailinat...
0711372023 SMITH 1234567 VA @mailinat...
0741372023 GODFREY OO0 PA @mailinat...
1to3of3 Page 1 of1

Pre-Employment Screening Program
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REQUEST PSP RECORDS

» To request a prospective driver's PSP record, click on the Request Driver Records

button.

Dashboard
e omnan acoros [

Your Records

PSP records are displayed below for 5 days (120 hours) from the time of record request.

Each record may be saved or printed. The search field can help you find a specific record.

Search... Q View 10 ~
Request Date Last Name License # State Requested By Actions
07/13/2023 JOMES 1947712 WA @mailinat...
07/13/2023 SMITH 1234567 VA @mailinat...
07/13/2023 GODFREY R O OO K P& @mailinat...
1to30f3 Page 1 of1
Pr loyment Scr ing Program
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v

v

Enter the driver’s last name, first name, date of birth, license number and license State.

You are required to attest that your company has received the driver’s disclosure and

authorization for the PSP inquiry.

The Internal Reference field allows users to enter additional information for each
transaction. Any text added here will show on your Billing Summary Report.

For more information on the Internal Reference field, refer to page 42.

Hover over the question mark above License Number field for tips on how to enter

license numbers.

BE An officizl website of the United States government Here's how you know v

istration

@ Dashboard Audits Admin Billing = Web Service ~

)My account~ £ Live Help I

Add Driver(s)

Add one or more drivers and associate

Driver 1 Information

Last Name * First Name

LICENSES FOR THIS DRIVER

Last Name * License Number * @

I certify under penalty of perjury that the company | represent has disclosed to the
operator-applicant that their PSP record will be requested and has received the operator-
applicant's authorization for this inquiry. | understand this record will be available for
viewing for five days (120 hours) from the time of purchase.

Add Driver

Added Driver(s)

Transaction details

Driver(s) 1

Price per Record $10.00

Transaction Total ~ $10.00

SUBMIT REQUEST

Pr loyment Scr ing Program
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MULTIPLE PSP RECORDS REQUESTS

BE An official website of the United States government Here's how you know v

[

» To query PSP records for multiple
Pre—EmponmentScreeningProgram Em Eims G @ @ driverS’, click +Add Driver on the
BT ———— bottom left side of the page. Note:
each driver is considered one
transaction.

Add Driver(s)

Add one or more drivers and associated licenses below.

Driver 1 Information S — » The Add Another License button can

|t [ | - v 2 be used to submit additional license
information when a driver has multiple
e licenses or multiple last names (see
= N susmrncquisr | next page for details on submitting a
driver with multiple last names).

@1 certify under penalty of perjury that the company | represent has disclosed to the There |S no add |t|0na| fee for a Sl ngle

operator-applicant that their PSP record will be requested and has received the operator-

applicant's authorization for this inquiry. I understand this record will be available for

viewing for five days (120 hours) from the time of purchase. driver Containing mUIti ple Iicenses.

T » If a driver has additional license
tnames  vtames omotmine  ilneence® information, it must be entered to get
== a full history.

LICENSES FOR THIS DRIVER

Last Name * License Number * @ State *

» The current transaction total and
amount is present in the upper right
side of the page.

operator-applicant that their PSP record will be requested and has received the operator-
applicant's authorization for this inquiry. I understand this record will be available for
viewing for five days (120 hours) from the time of purchase.

» Review the information and click
Submit Request to generate PSP
records.

Pr loyment Scr ing Program
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REQUEST: MULTIPLE PSP RECORDS
e —

Add Dri
padbriver®) » Orders of 10 or more PSP records

Driver 1 nformaion dded Drvers have a lower price per record.

Last Name * First Name * Date of Birth * Internal Reference @ " Transaction details
Driver One 07/01/2000 Driver(s) " . y N
» The current transaction’s total will
LICENSES FOR THIS DRIVER Price per Record  $9.50

update automatically and is shown

Driver 1234567 DC v

| on the upper right corner of the
@ 1 certify under penalty of perjury that the company | represent has disclosed to the pa g e .

operator-applicant that their PSP record will be requested and has received the operator-
applicant's authorization for this inquiry. | understand this record will be available for
viewing for five days (120 hours) from the time of purchase

» Below are the rates based on the
Driver 2 Information number Of SImUItaneOUS

Last Name * First Name * Date of Birth * Internal Reference @ t t' -
Driver Two 06/01/1999 ransac |OnS .
LICENSES FOR THIS DRIVER
Last Name * License Number * @ State * Discount Record Request Rate

Driver 611999 WA v

1-10 reports requested $10.00 per record request

@1 certify under penalty of perjury that the company | represent has disclosed to the

operator-applicant that their PSP record will be requested and has received the operator- .
applicant's authorization for this inquiry. | understand this record will be available for 11_20 reports rEqueStEd S|mu|taneous|y $950 per record reqUESt
viewing for five days (120 hours) from the time of purchase
21-40 reports requested simultaneously $9.25 per record request
Driver 3 Information 41-100 reports requested simultaneously $9.00 per record request
Last Name * First Name * Date of Birth * Internal Reference @
Driver Three 03/03/2000

More than 100 reports requested simultaneously | $8.75 per record request
LICENSES FOR THIS DRIVER

Last Name * License Number * @ State *

Driver 3333333 VA v

Add Another License

B 1 certify under penalty of perjury that the company | represent has disclosed to the
operator-applicant that their PSP record will be requested and has received the operator-
applicant's authorization for this inquiry. | understand this recard will be available for
viewing for five days (120 hours) from the time of purchase

Remove Driver

Pre-Employment Screening Program
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REQUEST: MULTIPLE LAST NAMES

Add Driver(s)

Add one or more drivers and associated licenses below.

Driver 1 Information Added Driver(s)
Last Name * First Name * Date of Birth * Internal Reference @ Transaction details
Smith John 01/01/1919

Driver(s) 1

LICENSES FOR THIS DRIVER Price per Record  $10.00

Last Name * License Number * @ State *

Transaction Total $10.00
Smith ABC123 TN v Delete

Smithjones ABC123 ™ ~ Delete SUBMIT REQUEST

Jones ABC123 TN v Delete

¢

JonesSmith ABC123 ™

Add Another License ~

| certify under penalty of perjury that the company | represent has disclosed to the
operator-applicant that their PSP record will be requested and has received the operator-
applicant's authorization for this inquiry. | understand this record will be available for
viewing for five days (120 hours) from the time of purchase.

Delete

Add Driver
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» TO query a driver who has multiple

last names, click Add Another
License, and enter every
combination of the driver’s last
name. There is no additional fee
for multiple licenses on a single
driver.

» Example: John Smith-Jones, the

last name would be entered as
Smith, SmithJones, Jones and
JonesSmith for a total of four
licenses. The license information
for each would remain the same.

The transaction total and amount
are located on the upper right side
of the page.

Review the information, select the
certify checkbox, then click Submit
Request to generate the PSP
record.
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Federal Motor Carrier Safety Administration




RESULTS
[

» Once a request for a record has been submitted the screen will note the transaction is
processing by displaying the following symbol.

Processing...

» To view the processed record, either click on the driver’s last name, or click
Download.

Dashboard

Your Records
PSP records are displayed below for 5 days (120 hours) from the time of record request.

Each record may be saved or printed. The search field can help you find a specific record.

search... Q View 10 ~
Request Date Last Name License # State Requested By Actions
77134 r @ ili Download
07/13/2023 SMITH ~ ABC123 TN rockyroad@mailinat - ~—

» To order more PSP records, click Request Driver Records.

Pr loyment Scr ing Program
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PSP RECORD
e —

» PSP record data comes from the Motor Carrier Management Information System
(MCMIS) database. The data is refreshed once a month. To receive notification of each
MCMIS data load, follow @PSP _help on Twitter or you can click on the PSP Updates
button found above the PSP website footer, to subscribe to updates.

» PSP records can be viewed or downloaded for five days (120 hours) from the time
of purchase.

» A PSP record search includes four data elements: driver’s last name, driver’s date of
birth, driver’s license number, and driver’s license State. All four elements must be an
exact match to produce a record. Please enter your PSP record search information
carefully and review for accuracy.

» DataQs

» |f you or the driver would like to challenge data found in a PSP record, please visit
the FMCSA DataQs web site at https://datags.fmcsa.dot.gov.

Pr loyment Scr ing Program
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SAMPLE PSP REPORT

/v This section of the
report displays the
driver information
requested.

PSP Detailed Report

Federal Motor Carrier Safety Administration

Sample Report

.

» This area includes
details about each
crash that has occurred
over the last 5 years.

fl' his section reflects the
date/time the PSP
request was made and
displays the data
received from the last
MCMIS snapshot.

» MCMIS snapshot: The
data reflected on this

\report is provided by

FMCSA.

Driver Information

A

Last Name First Name License # State I
SMITH JOHN 111111 VA I
SMITH JOHN 722272723 N 1

Crash Activity (5 year history from MCMIS snapshot date)

Crash Summary (Crashes listed represent a driver’s invelvement in FMCSA-reportable crashes, without any determination

as to responsibility.)

# of Crashes:

5

# of crashes with Fatalities: 1

# of Crashes with Injuries:

3 # of Towaways: 3

# of Fatalities: 1

# of Injuries:

4 # of Hazmat Releases: o

Crash Details (Crashes listed represent a driver’'s involvement in FMCSA-reportable crashes, without any determination as to responsibility.)

Date DoT# Carrier Name Driver Name Drive Lic State Driver DOB Rpt 5t Rpt Number Location # Fatalities # Injuries
1 10/24/2014 168714 X¥Z TRUCKS, INC. SMITH, JOHN 232222233 NY De/Der1oes VA VADODDETE24 186 EB SME 0 1
RT 20
2 04/03/2015 168714 X¥Z TRUCKS, INC. SMITH. JOHN i VA De/Der1oes CA CATB3478572 1405 NB 1 2
— — — —
3 12/06/2015 475002 SMITH LOGISTICS SMITH, JOHN 111111111 WA 08/08/1988 MT MT4838273282 Us 258 i} 1]
— — — — —— —
4 01/14/2018 345678 MIKE'S TRUCKS SMITH, JOHMN 111111111 WA o8/08e/1088 MY NY4374720121 187 NB 0 1
5 0B/28/2016 333444 BOB'S HAULING SMITH, JOHN 111111111 WA DEF'DBE‘QE-B MJ '1J73?9473337 185 3B 0 o
Inspection Activity (3 year history from MCMIS snapshot date)
Inspection Summary
Driver Summary Vehicle Summary Hazmat Summary
Driver Inspections: 4 [ Vehicle Inspections: 4 | Hazmat Inspections: 1]
Driver Out-of-service Inspections: 2 || Vehicle Out-of-service Inspections: 1 Hazmat Out-of-service Inspections: 1]
Driver Out-of-service Rate: 50% Q Vehicle Out-of-service Rate: 25% Hazmat-Out-of-service Rate: 0%

Report executed at: 5/4/2018 2:42:16 PM
MCMIS snapshot date: 427/18
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SAMPLE PSP REPORT ‘Insgection Details:

/v This section reflects
inspection information
occurring over last 3
L years.

Inspection Activity (3 year history from MCMIS snapshot date)

Inspection Summary

Driver Summary Vehicle Summary Hazmat Summary

r L] . river Inspections: 4 | Vehicle Inspections: 4 Hazmat Inspections: 0
Violat ted - : _

- IO a IO n S a re n O e a S Out-of-service Inspections: 2 | Vehicle Out-of-service Inspections: I | Hazmat Out-of-service Inspections: 0
i Co_d ri Ve r” if Drivér Out-of-service Rate: T0% | Vehicle Out-of-service Rate: 5% | Hazmat-Out-of-service Rate: 0%
applicable ] Inspection Details

L Carrier Info Driver Info Inspection Info

Date DOT# Carrier Name Driver Name Drive Lie State | Driver DOB Rpt St Rpt Number [ Hazmat | Insp Level | #of
Insp Viel
» Co-Driver violations
1 0118/2017 475002 ITH LOGISTICS [ SMITH, JOHN 111111111 VA 08/08/1988 LA 3457484373 N 1 3
I n d I Cate a n y VI O I atl O n Vehicle Viclation:  393.47(g) /ROTO TYPE BRAKE(S) OUT-OF-ADJUSTMENT NON-00S
. Vehicle Violation: 393 95(f) NO/NSUF ARNING DEVICES NON-00S
Charged tO the d rlver 2 | 07/2412017 | 345678 | MIKE'S TRUCKS I SMITH, JOHNJ(Co-driver 111111111 I VA | 08/08/1988 I VA I 3611000450 N 1 | 1
f h th rt Wehicle Violation:  393.42(a) INOPERATIVE OR MISSING Bl his violation does NOT apply to SMITH JDHNI
O r W O m e re po 111111111 I VA | 08/08/1988 I CA 4830378483 N 1 I 1
was generated.
4 I 09/04/2017 | 333444 | BOB'S HAULING I SMITH, JOHN | 1min | VA | 08/08/1988 I I 9383848400

Driver Violation: 392 5(a)(2) DRIVING UNDER THE INFLUENCE 0os

h State Citation#: TX568552
N Driver Violation: 395 3(a)(3)()

State-Citatibh Result:-Convicted-of different charns
DRIVING BEYOND 11 HOLIE &,

are indicated with “Y”

» Hazmat inspections
in this column -

Pr loyment Scr ing Program
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SAMPLE PSP REPORT (Adjudicated Citations

» This FMCSA'’s Adjudicated Citations policy went into effect on 08/23/2014.

» If the driver has been convicted of a different or reduced charge following adjudication,

the PSP report will display the original violation and note that the driver was convicted
of a different charge.

Inspe*ﬂn Details

Carrier [Rfo Driver Info Inspection Info
DOoT & Carrier Name Diriver Mame Drrive Lic State Diriver OB Rpt 5t Rpt Number Hazmat Insp Level #of
Insp Wiol
1 0111820 475002 SMITH LOGISTICS SMITH, JOHN X1487840 VA 11171044 LA 3457424373 N 1 3
V@hicle Viclation:  293.47(e) CLAMP/ROTO TYPE BRAKE(S) OUT-OF-ADJUSTMENT NON-003
Vehgle Viclation: 293 85(f) NO/INSUFFICIENT WARNING DEVICES NON-OO0S
2 072442017 ‘45’5?8 MIKE'S TRUCKS SMITH, JOHN (co-driver) X1487849 VA 101171844 VA 3611000450 N 1 1
Vehicle lation:  293.42(a) INOPERATIVE OR MISSING BRAKE 0OS - This vielation does NOT apply to SMITH, JOHMN.
3 0B/22/2017 345978 MIKE'S TRUCKS SMITH, JOHN X1487849 VA 101171844 CA 4339378483 N 1 1
\ 0o/04/2017 333444 BOB'S HAULING SMITH, JOHN X1487849 VA 101171844 WA 9383842400 N 1 3
Driver Wiolation: W 392 5(a){2 DRIVING UNDER THE INFLUENCE
h‘ State Citation#: TH568552 State Citation Result: Convicted of different charge
Driver Violation:  295.3(a)(3)(i) DRIVING BEYOMD 11 HOUR RULE Q0%
Violat\n Summary
Viol, n# Description # of Violations # of Out-of-service
Viclations
393.47(e) CLAMP/ROTO TYPE BRAKE(S) OUT-OF-ADJUSTMENT 1 0
393.85(f) HNO/INSUFFICIENT WARMNING DEVICES 1 [1]
o ——————————————————
393.42(a) |\ INADEQUATE ERAKE SYSTEM ON A CMV 1 1
395 3(a)(3Ni) DRIVING BEYOND 11 HOUR RULE 1 1
392.5(a)2) 1 [1]
State citation result Convicted of different charge

The summary counts and rates only include violations that were attributable to SMITH, JOHM or were not the result of a crash.

Pre-Employment Screening Program
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SAMPLE PSP REPORT ‘Violation Summarm

» The violation summary
only counts violation

charged to the driver
for whom the report
was generated.

» A footnote explaining
how the violations are
summarized appears
below the summary.

Violation Summary
Violation # Description & of Viclations # of Out-of-service
Violations
303.47(e) CLAMP/ROTO TYPE BRAKE(S) OUT-OF-ADJUSTMENT
303.05(f) NOJINSUFFICIENT WARNING DEVICES
————————
303.42(a) INADEQUATE BERAKE SYSTEM ON A CMV
305.3(a)3Ni} DRIVING BEYOND 11 HOUR RULE
302 5(aM2) DRIVING UNDER THE INFLUENCE
State citation result Convicted of different chage

The summary counts and rates only include viclations that were attributable to SMITH, JOHM or were not the result of a crash.

Report executed at: 3/2/2018 24216 FM
MCMIS snapshot date: 2/23/2018

For an explanation of FMCSA-reportable crashes see hitps:/fwww.psp.imcsa.dot.govipsp/FAQ.aspx.

35

This document contans sensitive information and is for official use only. Improper handling of this
information can negatively affect individuals. Handle and secure this information appropriately to prevent
inadvertent disclosure by keeping the document under the control of authornized persons. Propery

dispase of this document when no longer required to be maintained by regulatory requirsments.

Page 2 of 2
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PSP RECORD SAMPLE - NO RESULTS FOUND

» To generate a PSP record, an exact match must exist for the following four data
elements: driver’s last name, date of birth, license number and license State.

» If an exact match is not found in the PSP database for the above data elements, you will

receive a record with a red stamp, stating: “No crash or inspection results found.”

PSP Detailed Report

Federal Motor Carrier Safety Administration

No crash or inspection results found.

Driver Information

Last Name First Name License # State
NOMAN MARY N781224 1A
Crash Activity

Crash Summary (Crashes listed represent a driver's involvement in FMCSA-reportable crashes, without any determination as to responsibility.)

# of Crashes: 1]

# of Crashes with Fatalities: o

# of Crashes with Injuries: 0|

# of Towaways: 0|

# of Fatalities: ] # of Injuries: 0| # of Hazmat Releases: 0|
Crash Details (Crashes listed represent a driver's involvement in FMCSAreportable crashes, without any determination as to responsibility.)
Date DOT # Carrier Name Driver Name Driver Lic State | Driver DOB | Rpt St | Report Number | Location # Fatalities # Injuries
Inspection Activity
Inspection Summary
Driver Summary Vehicle Summary Hazmat Summary
Driver Inspections: 0| Vehicle Inspections: 0| Hazmat Inspections 0|
Driver Out-of-service Inspections: 0] Vehicle Out-of-service Inspections: 0| Hazmat Out-of-service Inspections: 0|
Driver Out-of-service Rate: 0% |Vehicle Out-of-service Rate: 0%| Hazmat Out-of-service Rate: 0%
Inspection Details
Carrier Info Driver Info Inspection Info
Date DOT # Carrier Name Driver Name Driver Lic State | Driver DOB |Rpt St Report Number Hazmat |Insp Level] #of
Insp Viol
Violation Summary
Violation # Description # of Violations # of Out-of -service

Violations
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USER ACCOUNT ‘ADI\/IINS ONLYz

» The company authorized contact has an Admin link. This link allows the admin to edit or

disable account users.

» 10 remove account access for a user, click Disable.

@ Dashboard Audits Admin Billing = Web Service -

2) My account~> 3 Live Help I

L

-
Users
User Name/Email
User Name Last Login
rockyroad@mailinator.com 07/13/2023
bpbilling@mailinator.com
choccake@mailinator.com 07/12/2023

37

View 10

oo [
m Billing User

Edit Disable

\-——_

1to30f3 Page 1 0f1
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USER ACCOUNT ‘ADI\/IINS ONLY: — CHANGE FORMS

» Admins can access various PDF change request forms from the Admin Screen.

» To add/remove account access for a user, select Modify Users.

» To update billing information, select Modify Billing.

» To update account information such as the address, select Modify Account.

» Forms may be submitted via email or fax as indicated on the form.

User Account Admin
Users

User Name/Email

User Name Last Login
rockyroad@mailinator.com 07/13/2023
bpbilling@mailinator.com

choccake@mailinator.com 07/12/2023

Change Request Forms

—
Modify Users (PDF)

Modify Eilling (PDF)

Modify Account (PDF)

38

View 10

Billing User

1to30f3 Page 1 of 1

Useful tips

* When a user is locked out of PSP, click the Unlock User button
to give them access again.

* Click the Disable button to remove PSP access.

* Use the Modify Users button to add or remove users.

Click to download a free PDF viewer

Program
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AUDIT DASHBOARD

» Account holders may be selected for a driver disclosure and authorization audit. If

selected, the authorized company contact will receive an email notifying them of the
audit.

» The first user who logs in to PSP after audit selection will see the screen below. The
user can then acknowledge the audit by entering their initials and clicking the

Acknowledge Now button. Once the audit has been acknowledged, other users will not
see this screen.

Audit Notification Acknowledgment

I acknowledge that my company has been selected for a mandatory Pre-Employment Screening Program applicant disclosure and authorization form
audit and that my company must provide evidence of the requested disclosure and authorization forms by the time specified in the initial
notification email.

Initials (required to proceed) *

"‘l.‘h__-'

This field is required.

ACKNOWLEDGE NOW Do Not Acknowledge

Pr loyment Scr ing Program
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AUDIT DASHBOARD

» The user that accepts the audit will then be directed to the Audit Dashboard, see screen
below. This screen lists the PSP record requests that have been selected for audit.
» After reviewing the audit information, click Dashboard on the toolbar to proceed to the

PSP Dashboard.

» 1 he status of the audit can be found in the last column.

@& Dashboard Audits

=) My account ™ D Live Help

Audit Dashboard

Form Requirements

The forms submitted must clearly indicate the driver's name. driver's signature (electronic or
hand-written), FMCSA-required authorization language. and be dated on or prior to the date of
the PSP driver record request.

Use the form below to submit your disclosure and authorization form(s). You will be given
the following options:

= Upload the form(s) directly in your web browser
« Fax the form(s) to 703-841-6370

The driver's name, signature, and date must be included on the forms. Please remove or
black out any other personally identifiable information, like date of birth, social security
number, license number, etc.

Transactions under Audit

The following list of records require disclosure and authorization forms. Upload one or more
supporting documents for each record.

Request Last First License

Date Name Name Number State Requested By Status
02/19/2016 GODFR SUSAN KA PA testuser1672@g = Open
08:25 AM EY XXXX mail.com

Submit Document(s)

No files uploaded yet.

40

Have questions?

The PSP customer service team is available
Monday through Thursday from 8 AM to 6 PM
ET, and on Friday from 8 AM to 5 PM ET. Chat
with us using the "LIVE HELP" button in the top-
right corner of this page, email us at
PSPHelp@egov.com, or call us toll-free at
1-877-642-9499.

Resources

. PSP Monthly Account Holder
Enrollment Agreement

* Disclosure and Authorization Form

Pr loyment Scr ing Program
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» To successfully satisfy the audit, the user must submit the driver disclosure and
authorization form(s) for the transaction(s) listed. Forms may be uploaded to PSP,
emailed (PSPaudit@egov.com) or faxed to 703-841-6370.

@ Dashboard  Audits

-] My account ™

2 Live Help TS

Audit Dashboard

Form Requirements

The forms submitted must clearly indicate the driver's name, driver's signature (electronic or
hand-written), FMCSA-required authorization language, and be dated on or prior to the date of
the PSP driver record request.

Use the form below to submit your disclosure and authorization form(s). You will be given
the following options:

= Upload the form(s) directly in your web browser

» Fax the form(s) to 703-841-6370

The driver's name, signature, and date must be included on the forms. Please remove or
black out any other personally identifiable information, like date of birth, social security
number, license number, etc.

Transactions under Audit

The following list of records require disclosure and authorization forms. Upload one or more
supporting documents for each record.

Request Last First License

Date Name Name Number State  Requested By Status

02/19/2016 GODFR SUSAN KOKKHHKKKK PA testuser1672@g  Open
08:25 AM EY XXX mail.com

Submit Document(s)

No files uploaded yet.

Have questions?

The PSP customer service team is available
Monday through Thursday from 8 AM to 6 PM
ET. and on Friday from 8 AM to 5 PM ET. Chat
with us using the "LIVE HELP" button in the top-
right corner of this page, email us at
PSPHelp@egov.com, or call us toll-free at
1-877-642-5499,

Resources

, PSP Monthly Account Holder
Enroliment Agreement
* Disclosure and Authorization Form

» All forms must include the FMCSA-required disclosure and authorization text,
driver’s signature (electronic or handwritten) and date (dated on or before the PSP

record request date).

» For more information about the audit please review the FMCSA'’s instructions for

audit compliance.

Program
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INTERNAL REFERENCE FIELD

» Information added to the Internal Reference field when making a request will show on
your monthly Billing Summary Report (Last name — Internal Reference).

» This feature can be used to assist companies with record keeping and
reconciliation.

» The Billing Summary Report can be accessed in the PSP Billing System, https://cmbs-
admin-dot.cdc.nicusa.com/dot.

» For your convenience, here is a link to the billing manual:
https://www.psp.fmcsa.dot.gov/psp/Documents/BillingGuide.pdf.

Report produced for NIC. Run Date: 11/21/2013 10:50:21 AM

Account Summary 2009
Test Truck Co.

25501 West Valley Parkway Current Balance: As Of 082013

Arlington KS 66601 $110.00 $155.00

Date Transaction Legin Client Memo ‘ Transaction Memo ‘ Quamity‘ Cost

2013/08/05 05:52:53 pm DOT Driver Record mc_prod01@gma SMITH - Application #123 1 $10.00
Search il.com

2013/08/08 04:52:49 pm DOT Driver Record mc_prod01@gma SMITH - Application#124 1 $10.00
Search il.com

2013/08/09 04:58:47 pm DOT Driver Record mc_prod01@gma CLARK - Virginia Location 1 $10.00
Search il.com

2013/08/16 09:53:12 am DOT Driver Record mc.prod01@gma LANE - Lane-Smith 1 $10.00
Search il.com

Pre-Employment Screening Program
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CONTACT PSP CUSTOMER SERVICE

» Chat support:

» Chat with Customer Service by clicking the Live Help icon when the status reads
online.

D liveHelp I 2 Live Help

» Email support:

If you are not yet enrolled and have questions you may email us at
PSPenroliment@egov.com.

¥

For audit questions, email PSPaudit@egov.com.

¥

For billing questions, email PSPbilling@egov.com.

¥

v

For general PSP questions or support, email PSPhelp@egov.com.

» PSP Customer Service can be reached at 1-877-642-9499.

Pre-Employment Screening Program
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