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ACCESS A SHARED REPORT FOR SCREENING STATUS

VOLUNTEER SCREENING REPORT

•	Click the Custom Reports link in the navigation menu on the left side of the screen.
•	Click the right-arrow icon beside the county folder name to open the folder. This is normally the last folder in the list.

•	Click the Custom Report called SHARED-STATUS-VOLUNTEER: SCREENING.
•	Click the Download Excel option on the right side of the screen.

•	Open the downloaded file in Excel to sort as needed.
•	The Screening Status column will show the status.

SCREENING STATUS
Submitted The volunteer has completed and submitted their background screening information through Sterling Volunteers, but 

the screening has not yet been approved. Allow up to a week once submitted for a screening decision.

Incomplete The volunteer has started the background screening process but has not finished all required steps through Sterling 
Volunteers.


