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Web Demo
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• Access Login at https://americanbga.acciodata.com/

Access the Client LoginAccess the Client Login
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Log InLog In
•Enter account – no spaces, not case sensitive
•Enter user id – no spaces, not case sensitive
•Enter password – no spaces, case sensitive
•Click “LOGIN” to advance to the Client Home Page
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Main MenuMain Menu

Order - Displays a product selection screen from which to order.

Reports - Use this option to view pending and completed orders.

Admin - Enables you to change your user information at any time.

Help – Provides useful forms and information.

Logout - This option returns you to the Login Screen.
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Place an OrderPlace an Order

Order - Displays a product selection screen from which to order.

Reports - Use this option to view pending and completed orders.

Admin - Enables you to change your user information at any time.

Help – Provides useful forms and information.

Logout - This option returns you to the Login Screen.
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Order Screen:Order Screen: Click on the boxes next to the desired reports. The Quantity drop-down menu defaults to exactly one 
report. If more than one of a report type is desired for this applicant, such as two Employment Verifications, choose 
the number of reports (five maximum) to be ordered.
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Entry Details Screen:Entry Details Screen: Complete the form; pink fields are required. Note that section buttons turn 
green when all required fields have been entered.  By using our patent pending ValidateNowTM

technology, an order cannot be submitted until all required information is complete.  Field 
requirements will vary from state-to-state/product-to-product. Providing as much of the optional 
information as possible will increase our ability to provide accurate and timely reports.
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Proof Screen:Proof Screen: This is your chance to review the information you have entered and make any 
necessary corrections.
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The Order Confirmation Screen shows the Order number.
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View ReportsView Reports

Order - Displays a product selection screen from which to order.

Reports - Use this option to view pending and completed orders.

Admin - Enables you to change your user information at any time.

Help – Provides useful forms and information.

Logout - This option returns you to the Login Screen.
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By choosing By choosing ““ReportReport”” from the menu, the List Reports page will be displayed.  By deffrom the menu, the List Reports page will be displayed.  By default, the fifty most recent ault, the fifty most recent 
reports will be listed.   To view a list of the orders matching reports will be listed.   To view a list of the orders matching your criteria, simply click the Filter buttonyour criteria, simply click the Filter button……

Search ResultsSearch Results

To view the reports ordered on a specific individual you would cTo view the reports ordered on a specific individual you would click on the last name of the applicant.  lick on the last name of the applicant.  
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Searching for ReportsSearching for Reports

Search Reports by:Search Reports by:
-Last Name
-SSN
-Order Number

Start Date/End Date:Start Date/End Date: View reports within a 
certain time frame(defaults to a 30 day 
capture).

Show Reports For:Show Reports For: List reports ordered by user 
or by the entire location. 
User Only – Only allows you to see the 
orders placed under your user id.
User’s Customer Number – Allows you to 
see all orders placed under your customer 
number. 

Search Status:Search Status: View all reports, complete 
reports, or pending reports. 

Viewed Status:Viewed Status: Search for reports with new 
updates that had not previously been 
viewed.

SortSort--by:by: Filter to sort your data that is 
retrieved. Defaults to the settings shown to 
the right.

Filter Reports Screen:Filter Reports Screen: View orders & retrieve completed reports.
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Report ViewReport View
To view a report you may click on the applicant name which is a To view a report you may click on the applicant name which is a hyperlink.hyperlink.
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Report View (contReport View (cont’’d)d)
Multiple reports:Multiple reports: You may pull more than one report up for viewing on the List RepYou may pull more than one report up for viewing on the List Reports screen by orts screen by 
selecting the check boxes to the left of the reports. After doinselecting the check boxes to the left of the reports. After doing so, you will select the g so, you will select the ““View/PrintView/Print””
option  and click option  and click ““ExecuteExecute”” at the bottom to pull up more than one report at a time. This mat the bottom to pull up more than one report at a time. This method can ethod can 
also be used to send inquires to customer service by selecting also be used to send inquires to customer service by selecting ““Customer Service InquiryCustomer Service Inquiry””..
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Sample ReportSample Report
After selecting to view, a new browser window is opened containiAfter selecting to view, a new browser window is opened containing the selected report.ng the selected report.
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You may at any time access reports, and print them via the websiYou may at any time access reports, and print them via the website. To print the report, go to te. To print the report, go to ‘‘FileFile’’ in the upper left in the upper left 
corner of your browser and select corner of your browser and select ““printprint””, or click on the printer icon of your browser., or click on the printer icon of your browser.

Printing Reports from the websitePrinting Reports from the website……
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Administrative FunctionsAdministrative Functions

Order - Displays a product selection screen from which to order.

Reports - Use this option to view pending and completed orders.

Admin - Enables you to change your user information at any time.

Help – Provides useful forms and information.

Logout - This option returns you to the Login Screen.
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You may edit your company and user information.  Also, you can aYou may edit your company and user information.  Also, you can add and remove users at any time.dd and remove users at any time.

Update account/user informationUpdate account/user information……
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HelpHelp

Order - Displays a product selection screen from which to order.

Reports - Use this option to view pending and completed orders.

Admin - Enables you to change your user information at any time.

Help – Provides useful forms and information.

Logout - This option returns you to the Login Screen.
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Thank you!Thank you!

We look forward to working We look forward to working 
with you.with you.
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