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Client Portal Creation

Section 1

Account Creation
We will need the following corporate information to register and setup a client portal for you:

> Your Client Name > Initial Token Purchase Amount > Account Administrator Name 
(forename and surname)> Your Client Email Address > Account Contact Email Address

Account Setup
This information is required so that 
we can firstly create the account login 
and secondly, to create automated 
messages to candidates that administer 
the Social Media Check reporting 
system. Your client data will be used in 
the following ways:

1. Login

- Your client email address will be your 
username (unless requested otherwise)

2. Candidate Emails

- Our consent and report completion 
emails will be addressed from [Your 
Client Name] 

- The consent and report completion 
emails will refer any queries to [Account 
Administrator Name] at [The Account 
Contact Email Address] should a 
candidate have any questions about 
why you have asked for a report

To create your Social Media Check portal and set up you account there are a few key details 
needed before you can get started.
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- An email confirming this action has been successful:

3. Confirmation Messages

When a candidate has completed a Social Media Check report, they are given two messages to 
confirm this has been done successfully:

- A web page display upon completing their data input:

Section 1
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To access the Social Media Check 
Portal you will be provided with 
a URL along with your individual 
user credentials (Username 
& Password) to enable you to 
access the service. This is typically 
your email for the username and a 
password of your choice.

If you do not already have a 
username and password please 
contact someone at Social Media 
Check to sort one out.

Once you have entered the correct 
username and password click the 
log in button below and this will 
bring you to your Social Media 
Check portal.

How to access the Social Media Check Portal

Section 1

Note: You can check the ‘Remember Me’ box to save filling in your username on that device every 
time you need to sign in.
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What is the Social Media Check Portal?

Section 1

The Social Media Check portal shows a record of all the Social Media Check reports which have 
been created, completed or uploaded to it. It will display basic user information such as  names, 
email address and date of birth to help to search for records and give you a brief overview of 
how the subjects who have had reports processed against them were scored on the categories 
identified by Social Media Check.

It also provides quick access to an audit of consents and when reports have been run as well as 
the latest report and certificate for each case so you can easily open and examine the report to 
see why the subject has scored the points they have in each category.
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Section 2

The upload feature in the Social Media Check portal enables you to upload a CSV file containing 
rows of new Subjects’ details who are yet to be assessed by the Social Media Check system or 
added to the portal. When this is uploaded the individuals listed in the CSV file are emailed and 
consent to check their social media is requested.

You can navigate to the Subject Upload page by clicking the ‘Upload’ button at the top of the 
portal.

Once at the Subject Upload page you will have the option to ‘Upload CSV’. By clicking this the 
portal will open a file explorer tab enabling you to locate and select the appropriate CSV file. 
Once the file is selected you can select open and this will upload the contents of the CSV to the 
portal.

Upload

If you do not already have the CSV template format you can open a blank CSV template from the 
portal by clicking and downloading a blank csv and populating the CSV file from there and  then 
uploading this as above.
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Section 2

The format of a CSV file is similar to the contents of the data table in the portal whereby after the 
header row (as provided in the CSV template) each row represents a new data entry. So if you 
needed to add 3 new subjects and their details to the portal you can do this on one CSV file like 
below.

If you wish to navigate back to the Social Media Check Portal dashboard page you can click 
‘Back to SMC Portal’ and it will take you back to the dashboard.
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Section 2

The action dropdown gives you the ability to perform different actions against a selected row 
or rows in the portal. You can select which subject’s data row(s) you want the action performed 
against by first checking the checkbox in the second column of the portal to select an individual 
or by checking the checkbox in the header row to select all visible records. This will highlight any 
selected rows blue to show you they have been selected.

Action

Once the row(s) that need an action have been selected you can hover over the action dropdown 
and select the action from the dropdown list. There are three action types which can be selected 
and these are;

Request Consent
For the highlighted rows, the ‘Request Consent’ action will send / resend the consent email 
and consent SMS for the subject to allow you to gain consent to conduct a Social Media Check 
assessment against the subject(s). If this has already been sent for an individual this option will 
send another consent for the user to complete – This second consent request will not deduct a 
further credit to send.

Email Report
For the highlighted rows, if an assessment has been carried out, the ‘Email Report’ action 
will email the subject their latest Social Media Check assessment report PDF that has been 
completed for the individual.

Archive
For the highlighted rows, the ‘Archive’ action will remove the record(s) from view and they will 
no longer be available to search in the portal. An archived user will be reinstated to view in the 
portal if a re-order has been placed for an individual already archived.
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Searching for Records

Section 2

The date filter located in the top left of the portal enables you to search for records which have 
been submitted to the portal within a date range. This enables a start and end date to be specified 
which will return records which have been submitted within the date period selected.

You can input the date range in two ways. One way is to select the input box and input the date in 
a dd/mm/yyyy  or dd/mm/yy format.

Alternatively, you can click on the calendar icon next to the input box and select a date manually 
from here.

Social Media Check includes various mechanisms to enable you to quickly and easily filter and 
refine the data presented in the portal so you are only shown the data you are interested in.

Date Filter
One of which mechanisms is the date filter. 

Once you have entered both dates that 
you wish to filter on, you can press the 
‘Filter Date’ button and this will update the 
records below to only display the records 
within the date range selected.
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Section 2

> No Filter – Removes the filter from the selected 
column

> Contains – Displays any records that contain the 
text that has been entered but not limited to just the 
text entered.

> DoesNotContain – Displays any records which do 
not contain the text that has been entered.

> EqualTo – Displays any records where the result 
is exactly the same as what is entered.

Column Filters

The columns in the table which can have a filter applied have an input field and filter button 
below them. To use this function, you will need to type some text into the input box under the 
header column which you wish to filter on and click the filter button next to it. This will provide 
you with some options on how you wish to filter the data.

> GreaterThan – For text fields this will display the records that are alphabetically succeeding 
the entered text and for numeric fields this will display any value higher than the one entered.

> LessThan - For text fields this will display the records that are alphabetically proceeding the 
entered text and for numeric fields this will display any value lower than the one entered.

This filter function is useful in searching specific user details such as name and email address.
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Section 2

Sort Ascending / Descending

Columns can also be sorted in ascending or 
descending order. This is done by clicking on the text of 
a column header. An arrow will appear on that column 
and the below records will be sorted into ascending 
order. If you wish to view the records in descending 
order then click on the column header again until the 
arrow is pointing down.

Note: Only one column at a time can be sorted using 
this function.

You can remove this function from all columns again by 
refreshing the web page but this will also remove all 
other filters.

If you wish to clear all filters which have been applied to the portal you can select the ‘Clear 
Filters’ button located next to the date filter to remove any filters applied and revert the data back 
to the standard view.

Alternatively, you can refresh the browser page or start a new session to clear any filters applied.

Clear Filters
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On the left side of the portal you will see columns for ‘Audit’, 
‘Report’ and ‘View Cert’. Here you can access the checks that 
have been completed against the subject.

Audit – This allows you to view the full audit with a date time 
stamp of when transactions have been completed for that 
individual record. This includes when consent to complete the 
Social Media Check assessment has been sent and when the 
recipient has approved their consent.

Viewing Audit & Reports

Section 2

This also displays when the Report and Certificate outputs have been completed and generated 
by the system.

The Social Media Check portal allows you to access a subjects audit trail of when consents 
and reports have been completed as well as allowing you to view current and previous reports 
generated against a subject.

Report – By clicking the ‘PDF’ button, opens the latest submitted Social Media Check Assessment 
Report for the subject in the row it’s selected on.

View Cert – This is the View Certificate column. By clicking this ‘PDF’ button, this opens the latest 
submitted Social Media Risk Certificate for the subject in the row it’s selected on.

Note: If consent has not been accepted and no reports have previously been submitted for a 
subject the PDF button’s will be greyed out as there will be no Social Media Check assessments 
conducted at that time.
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Consent Status

Section 2

The Consent Status column of the Social Media Check portal allows you to check the status of 
each subject’s consent request. Depending on what the consent status is set to lets you know 
what action has been taken against that subject.

> New – This indicates that the candidates details have been uploaded successfully into the 
portal, but no actions have been taken yet to request a report.

> Requested – An order has been successfully placed for a candidate.

> Pending – A consent request has been sent to the candidate but they have not yet accepted or 
declined the report.

> Queued – The user has selected an action and analysis is underway. 

> Accepted – A candidate has accepted the request and completed all aspects they need to.

> Declined – This indicates that the candidate has declined consent for a Social Media Check 
assessment.

> Completed – The report has been completed and a Social Media Check assessment has been 
generated.

Automated Email Chasers
Your account is pre-calibrated to chase any outstanding candidates who you have requested a 
report from, but who have not completed their part of the process. At the point where you initially 
request they undertake a report, a consent reminder will be sent to each outstanding candidate 
every five days until they have completed the report. If a manual chaser / reminder is sent by 
a client administrator, this will reset the automated consent chaser, and if the report remains 
outstanding it will be a further five days till another message is sent.
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PDF Report Audit

Section 2

When this is clicked it will expand the view below the selected row to display the previous 
reports carried out for that individual. From here you can open the previously submitted reports 
as well as the most recent ones carried out against the subject.

This also gives you an overview of how they performed on the Social Media Check assessment 
criteria between each report carried out

For records where there have been more than one report carried out against the 
individual, this arrow will be present in the first column.

Review Status
When the PDF report audit is expanded using the arrow in the first column, you have the option 
to change the Review Status of the report by clicking the ‘Edit’ button in the row of the report you 
are reviewing.

This will expand the window and allow you to assign a Review Status for the report which offers 
a dropdown list of various options the status can be set to.

Pending is the default Review Status that is applied before the status has been set, the other 
options define different levels of issues found with the report which can be commented on using 
the Review Findings text box below which can be viewed to gain insight into why the review 
status has been set.

The Review Status is displayed in the far right column of the portal and reports can be filtered 
based on the status which has been set.
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Pagination

Section 2

The page indicator in the bottom left corner of the table allows you to navigate through the 
pages of results and records. The page buttons displayed from left to right provide the following 
functions; 

> First Page – Navigates you to the first page of records.

> Previous Page – Navigates you to the page previous to the one you are currently viewing.

> Current Page – Displays the number page of records you are currently viewing.

> Next Page – Navigates you to the page after the one you are currently viewing.

> Last Page – Navigates you to the last page of records.

The ‘page size’ can also be set here, this determines how many records you view per page. This 
is set to 10 as default but does allow a number of increments.

If you scroll to the right side of the record table at the bottom you will be able to see the number 
of records in the table / filter and the number of pages these records span.

Credits
In the top right corner of the Social Media Check portal there is a number displayed which states 
‘credits remaining’. This value indicates the number of reports you have left to generate on the 
account.

A credit is used when a consent request is sent and returned by a subject which results in a 
Social Media Check assessment being carried out against that individual. If you need to resend a 
consent request that hasn’t been actioned this would not deduct any credits.

You can add more credits by purchasing more reports from Social Media Check.

Refresh
The refresh icon        located in the top left corner of the portal allows you to refresh the portal 
to reflect any status changes that have been made to or saved within the Social Media Check 
portal.
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Report Output

Section 2

The Social Media Check Portal gives you the option to output the table or a select set of data as a 
CSV file or Excel file.

To do this you will want to ensure the data being filtered or currently displayed in the Social Media 
Check portal matches that which you want to export. To refine the data ready for export, use the 
filtering mechanisms to select only the data relevant to the export before proceeding.

Once this has been done you can select the export CSV button        or export Excel button        in the 
top left of the table and a file of the selected will be generated and downloaded.
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Section 2

In the Social Media Check portal, columns can be hidden from view. This is done by right clicking 
the mouse while hovering over one of the columns in the portal table. This will bring up the columns 
tab which when expanded gives you the option to check or uncheck the columns to add or remove 
them from view.

This will only hide the columns selected until the page is refreshed or the session ends. When you 
log back in or refresh the page all columns will be displayed again.

Display of Columns

You can hide columns from view using this method to only display columns you wish to export 
as CSV or Excel file by first unchecking the columns that you don’t need for the export and then 
following the steps in the Report Output section of the user guide.
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