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Overview of the RENTCafé CRM Residential User Manual 
The integration between RENTCafé CRM and the ScreeningWorks PRO system allows the user to submit 
a screening request directly from the applicant’s guest card. Once the screening results are completed 
the result is pulled back into the RENTCafé CRM screening page. This manual will teach you how to: 

• Process a New Applicant Screening 

• Update a Pending Applicant File 

• Edit an Existing Applicant File 

• Request a Credit Re-evaluation 

• Process an Applicant with No SSN 

• Add a Co-applicant to an Existing Guest Card 

• Add a Guarantor to an Existing Guest Card 

• Add a Roommate to an Existing Resident 

• Review ScreeningWorks PRO Applicant File 

• Generate an Adverse Action Letter 
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Screening a New Applicant 
1. To start, make sure you are signed in to the correct property and click the Add Guest. 

 

2. Within the Guest Card leasing step, fill in the applicant’s legal name, current address, and date of 
birth along with the first contact, agent, and source information. Once the required fields have been 
completed, click Save. 

 

3. Within the Preferences leasing step, enter the expected move-in date and the number of bedrooms 
the applicant is interested in. Once you have completed all of the required fields, click Save & 
Continue. 
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4. Within the Occupants leasing step, add any additional co-applicant information by clicking Add New 
Occupant. If you only have one applicant, click Continue and move to step 5. 

 

5. Within the Occupant pop-up window, enter in the co-applicant’s legal name, current address, 
relationship type, date of birth, and social security number. Once you have completed all of the 
required fields, click Save. 

 

6. Back on the Occupants leasing step, the new co-applicant’s information will be displayed at the 
bottom of the page. Once you have completed entering any additional co-applicants, click Continue. 
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7. Within the Select Unit leasing step, assign a unit to the applicant’s guest card by clicking the Select 
button. Once the chosen unit is assigned to the applicant’s guest card, click Continue. 

 

8. Within the Rental Options leasing step, complete the expected move-in, lease from date, and lease 
term fields. The Lease To field will auto-populate using the information you have provided in the 
previous fields. Once all of the required fields have been completed, click Save & Continue.  

 

9. Within the Rentable Items leasing step, select any additional rental options that may apply to your 
applicant and click Save & Continue. 
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10. Within the Concessions leasing step, choose any concessions or promotions that might apply to your 
applicant and click Save & Continue. 

 

11. Within the Application Form leasing step, enter the main applicant’s social security number under 
the Personal Information section. 
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12. Continue to expand the remaining sections and enter in the applicant’s employment start date, 
gross monthly income, additional income (if any), and their current address start date. Make sure to 
complete any other additional information that your management company requires before clicking 
Save. 

 
*NOTE: The Screening Information section does not affect the screening results and are defaulted to “Yes.” 

13. Back on the Application Form leasing step, click on the Applicants link for any additional co-
applicants, and repeat step 12. Once you have finished adding in the information for each applicant 
listed on the guest card, click Continue. 
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14. On the Application Charges leasing step, confirm that the correct charges have been selected, and 
click Post & Continue to apply them. 

 

15. A pop-up will appear asking if you want to post the application charges, click OK. This will change 
the guest card’s status from “Prospect” to “Applied.” 

 

16. On the Application Status leasing step, click the Screening button. 
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17. On the Screening page, a summary of each applicant’s information and status (active/inactive) is 
provided.   

 

18. To complete and confirm the required fields for your applicant(s), click the Applicant’s link and then 
select the applicant’s name.  
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19. Within the Personal Information section, set the photo ID verification and signed consent field to 
“YES.” 

 
*NOTE: If the applicant does not have a valid US SSN, the SSN field should be blank, and the SSN N/A toggle button 
should be toggled (to green): 

 

20. On the Address Info tab, confirm that the applicant’s current address information has been entered 
and is correct. 
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21. The verification drop-down field will be set to “Not verified” by default. You can change this to either 
“Meets requirement” or “Does not meet requirement” to match the landlord verification findings. 

• Not Verified: The applicant’s address reference has not yet been checked. 

• Meets Requirement: The applicant’s address reference has been checked and meets the 
property’s guidelines. 

• Does Not Meet Requirement: The applicant’s address reference has been checked and does not 
meet the property’s guidelines. Submitting an applicant with a negative verification will 
automatically set their result to Reject. 

 

22.  The Rental/Ownership History drop-down field will be set to “Rental/Ownership history” by default. 
You can change this to either “No Rental/Ownership history” or “Student.” 

• Rental/Ownership History: Use this option if the applicant has previous rental history where 
they have been a leaseholder, or previous ownership history where their name has been on the 
deed. 

• No Rental/Ownership History: Use this option if the applicant has been a non-lease occupant 
with family or friends. 

• Student: Use this option if the applicant is currently a full-time student. 

 

23. On the Employment Info tab, make sure that the employment start/end date and employment 
monthly income have been entered. 
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24. The verification drop-down field will be set to “Not verified” by default. You can change this to either 
“Meets requirement” or “Does not meet requirement” to match the employment verification 
findings. 

• Not Verified: The applicant’s employment reference has not yet been checked. 

• Meets Requirement: The applicant’s employment reference has been checked and meets the 
property’s guidelines. 

• Does Not Meet Requirement: The applicant’s employment reference has been checked and 
does not meet the property’s guidelines. Submitting an applicant with a negative verification will 
automatically set their result to Reject. 

 

25. Once you have completed all the required fields for the main applicant click Save. 

 

26. If the guest card contains additional co-applicants that are over the age of 18, you will need to 
complete their information before you can submit the screening request. Click the Applicants drop 
down at the top of the page and select the additional applicant’s name to open their file. 
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27. Repeat steps 18 through 25 for any additional adult applicants listed on the guest card. 

 

28. With all of the required fields completed and saved you are now ready to submit the screening 
request. 
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29. To submit the screening report, click + New Report. Then, select the report type for your 
applicant(s) from the drop-down. In this example, we will choose the main report type: “Yardi 
Screening.” 

 
*NOTE: You may have multiple screening types available to you with the report drop-down. Please make sure 
to choose the correct screening for your applicants. Guarantors will not be included in any report request 
except the “Guarantor” report choice. Non-guarantor applicants will not be submitted if you select the 
Guarantor report type. 

30. Once the report type has been selected, and you are ready to submit the screening request, click the 
Select button. 

 

31. The application landing page will appear displaying the applicant name(s) and result. The result 
listed at the top of the page is based on the criteria that your management company has setup. 
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32. The pop-up window will contain the names of the screened applicants, the last 4 of the SSN, the 
individual applicant results, reasons for the individual results, and whether or not there are any 
Items to review on an applicant file. 

 

33. You can open an individual’s applicant file by clicking on their name. 

 

34. The selected applicant’s file will open, and you will be able to review their results.  
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35. The screening results will automatically be pulled back into the RENTCafé CRM screening page. 
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Tips for the RENTCafé CRM Screening Page 
A. Save: All mandatory fields (which will be marked in blue) must be filled in before you can click Save. 
B. Active (Include with Request): Every “Active” individual will be included in the screening request 

conducted by ScreeningWorks PRO. If you don’t want to include an applicant in the request, set the 
Active (Include with Request) field to “No.” 

C. Applicant’s Name: Make sure you are using the applicant’s full legal name for the search. Using 
nicknames or misspelling their information will invalidate the results. 

D. SSN N/A: Used for applicants that do not have a US Social Security number, check off the SSN N/A 
box to apply. If your applicant has lived in the US before, enter their last US address. If they have 
never lived in the US, enter your property’s address. 

 
  



 

© 2020 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.  
CONFIDENTIAL – DO NOT DISCLOSE TO THIRD-PARTIES. 19 

Editing an Existing Applicant File 
Submitting an Edit Request allows you to update specific information for an applicant, which then 
updates the existing file. You can use the Update Results feature when making changes to the proposed 
rent amount, income, residency/employment history, and residency/employment verifications. 

 
*NOTE: Changes to an applicant’s name, address, date of birth, and social security number are not eligible for edits 
after a screening has been performed. If you’ve made an error on any of these personal identifiers, and you’ve 
already triggered the screening, you will need to conduct another full screening with the applicant’s correct 
information to receive valid results. 

1. Within the Group Application Information section, you can change the applicant’s proposed rent 
amount. 
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2. To update the applicant’s income, residency/employment history, and residency/employment 
verifications, click Applicants and then click the applicant’s name. 

 

3. Under the Address Info tab, you can change the Move In/Move Out dates (current/former), 
Verification (current/former), and the Rental/Ownership History fields. 

 

4. Under the Employment Info tab, you can change the Employment Income, Other Income, 
Employment Start/End Dates (current/previous), and the Verification fields. 
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5. Once you have finished making the changes to the applicant’s non-personal information, click Save. 

 

6. With the updated information saved, navigate to the Submitted Reports section and click Update 
Results. 

 
*NOTE: If the applicant’s personal identifying information has been changed, then a second full screening 
request may be submitted. 

7. A pop-up will appear asking if you want to regenerate the report using the updated information. 
Click Update and View Results.  
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8. The edit request will be submitted to the applicant’s existing file and the updated information will 
be displayed under the “Additional Applicant Information” section. 

 

9. The updated results will be displayed in the RENTCafé CRM Screening page. 

 
*NOTE: Processing an edit request does not guarantee a better or different result for the application. 
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Requesting a Credit Re-evaluation 
1. The re-evaluation feature enables ScreeningWorks PRO to manually re-score an applicant’s credit 

result due to new information which may not be reflected on the credit report (for example, a 
recent payoff of a collection or charge-off). 

 

2. Before you can submit the re-evaluation request for the applicant, you will need to fill out the Re-
evaluation tab. If you have screened multiple applicants as part of a group, make sure you have the 
correct applicant’s screening page opened before completing the Re-evaluation section. 
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3. Within the Re-Evaluation Reason drop-down, choose a reason for the request from the provided list. 
You can hold down the “Ctrl” key in order to select multiple reasons for the request. 

 

4. Use the Notes section to enter any relevant comments, such as if your re-evaluation request 
concerns any specific credit items, if the account has been paid in full, and if you have the 
documentation on file. Once you have finished filling in the re-evaluation information, click the Save 
button to retain the information. 

 

5. To submit the re-evaluation request, first click + New Report on the main Screening page. Next, 
select the re-evaluation report option for the appropriate applicant, and then click Select.   
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6. The application landing page will show the result in a pending status. 

 

7. The applicant’s file will be defaulted to a pending status until the re-evaluation request is 
completed. The turnaround time for a re-evaluation is one business day. 
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8. If your management company has setup alert e-mail notifications to be sent out to the property, you 
will receive an e-mail from “do_not_reply@yardi.com” when the reevaluation is completed. The 
subject line will list the type of request completed, the applicant’s name, and the leasing agent’s 
username. 

 
*NOTE: If your management company has requested that the e-mail notification function be turned off or 
hasn’t provided a property/corporate e-mail that can be used, no e-mail alert will be sent. 

9. To retrieve the re-evaluation results, navigate to the Submitted Reports section of the Screening 
page and click View Results. 

 
  

mailto:do_not_reply@yardi.co
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10. The completed re-evaluation results will be pulled into the screening page. 

 
*NOTE: Submitting a re-evaluation request does not guarantee a better result for the applicant. 

11. The applicant file will display the re-evaluation results. If the applicant being re-evaluated was part 
of a group, then the group score will be automatically updated as well.  
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Adding a Co-applicant to an Existing Guest Card 
In the event that another co-applicant has decided to join an already-screened application, the following 
steps can be used to add the new co-applicant to the group application. 

1. Within the existing applicant’s guest card, click on the Occupants leasing step. 
 

 

2. On the Occupants leasing step, click on the Add Occupant link. 
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3. On the Occupant pop-up window, enter the co-applicant’s legal name, current address, relationship 
type, date of birth, and social security number. Once you have completed all of the mandatory 
information fields, click Save. 

 

4. The co-applicant’s information will now be listed under the Occupants section at the bottom of the 
page. If you have any additional co-applicants to add to the guest card, repeat steps 2 through 3. 
When you are ready to move forward, click the Application Form leasing step link. 

 

5. Within the Application Form leasing step, click the Occupant Information link to the right of the new 
co-applicant’s name. 
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6. On the Application Form page, fill in the co-applicant’s employment start date, gross monthly 
income, additional income (if any), and current address start date along with any other information 
your management company requires before clicking Save. 

 

7. If you have added multiple co-applicants, repeat steps 5 through 6 for each one. When you have 
finished entering all of the required information, click the Screening button. 

 
  



 

© 2020 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.  
CONFIDENTIAL – DO NOT DISCLOSE TO THIRD-PARTIES. 31 

8. Click on the Applicants drop-down at the top of the page and select the new co-applicant’s name. 

 

9. Within the Personal Identification section, set the photo ID verification and signed consent form 
fields to “Yes.” 
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10. On the Address Info tab, verify that current address and move in/out dates have been completed. 

 

11. Set the Verification and Rental/Ownership fields to match the landlord verification findings. 

 

12. On the Employment Info tab, verify that the employment income, other income (if applicable), and 
employment start/end date information has been completed. 

 

13. Set the Verification field to match the employment verification results. 
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14. Once you have confirmed that all of the required information has been entered, click Save. If you 
have added multiple co-applicants to the guest card, repeat steps 8 through 13 for each one. 

 

15. On the main Screening page, under the Submitted Reports section, click Update Results.  

 
*NOTE: The edit request must be within 30 days of the original screening, or a new request will be submitted 
for the pre-existing applicants. 

16. The application landing page will display the group’s result along with an overview of their 
information. Click on the new co-applicant’s name to open their file. 
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17. The selected applicant’s file will open, and you will be able to review their results. 

 

18. The new group result will be automatically pulled into the RENTCafé CRM screening page. 
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Adding a Guarantor to an Existing Guest Card 
Your management company may require a guarantor for applicants that lack sufficient income or have 
past credit problems. The following steps can be used to add a guarantor to the guest card and process a 
guarantor screening request. 

 

1. Within the original applicant’s guest card, select the Occupants leasing step. 

 

2. On the Occupants leasing step, click the Add New Occupants link. 
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3. Fill in the guarantor’s legal name, current address, relationship to the applicant (Guarantor), date of 
birth and social security number. Once you have verified that all of the information is correct, click 
Save. 

 

4. The guarantor’s information will now be displayed at the bottom of the page. Click the Application 
Form link to add additional information for the guarantor. 

 

5. On the Application Form leasing step, click the Applicants link to the right of the guarantor’s name. 
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6. On the Application Form page, fill in the guarantor’s employment start date, gross monthly income, 
additional income (if applicable), and current address start date, along with any other information 
your management company requires before clicking Save. 

 

7. Click on the Screening button. 
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8. The Screening page will show a summary of each applicant’s information by default. Click on the 
Applicants drop down menu at the top of the page and select the guarantor’s name to bring up 
their information. 

 

9. Within the guarantor’s information, set the photo ID verification and signed consent form fields to 
“Yes.” Also, make sure the Applicant Type field is set to “Guarantor.”  
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10. Within the Address Info tab, verify that all of the required current address information is completed, 
and that the verification and Rental/Ownership fields are set accordingly for the guarantor’s 
background. 

 

11. Under the Employment Info tab, verify that all of the required employment information is 
completed, and that the verification field is set accordingly for your guarantor’s background. 

 

12. Once the guarantor’s required information has been confirmed, click Save. 
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13. On the main Screening page, click + New Report and select the “Guarantor” report type from the 
report drop-down, then click the Select button. 

 
*NOTE: Choosing the “Guarantor” report type will only submit a screening request for applicants who have 
the “Applicant Type” field set to “Guarantor” on the Screening page. 

14. The application landing page will display the guarantor’s result along with an overview of their 
information. Click on the guarantor’s name to access their file. 
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15. The new result will be automatically pulled into the Screening page and displayed at the top of the 
page. 
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Adding a Roommate to an Existing Resident 
If an existing resident wants to add a new roommate to their lease, your property will likely want to 
process a screening request for them. The following steps detail how to add and screen a new 
roommate to an existing resident card without re-screening the existing resident. 

1. To start, click on the Search button located on the Community Manager Dashboard.  

 

2. In the search window, select Resident and type in the resident’s name you are looking for. Click 
Submit. 

 

3. Choose the resident’s name from the search results to access their resident card.  
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4. To add the new roommate’s information to the existing resident’s card, select the Roommates tab 
from the menu, and click Add Roommate. 

 

5. Within the roommate pop-up window, fill in the co-applicant’s legal name, social security number, 
and any other information your management company requires. Once you have completed the 
required fields, click Save and close out the roommate pop-up window. 
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6. Back on the resident card, select the Actions tab at the top right of the page, and click the Screening 
link. 

 

7. The Screening page will display the main resident’s information by default. Make sure to set the 
Active field to “No” for each existing resident so that current residents are not submitted with the 
new screening request. Then, click Save.  
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8. Select the Applicants tab at the top of the page and choose the new roommate’s name. 

 

9. Within the Personal Information section, set the photo ID verification and signed consent form to 
“Yes.” 
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10. Under the Address Info tab, enter the new roommate’s current address information. 

 

11. Set the Verification and Rental/Ownership fields accordingly for the new roommate’s background. 

 

12. Under the Employment Info tab, enter the new roommate’s employment income, and employment 
start/end dates.  
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13. It is important to enter the existing resident's income into the Other Income (Yearly) field, because 
they will not be included in the new screening request. Click Save. 

 

14. Set the Verification field for employment accordingly for the new roommate’s background. 

 

15. Once all of the required information has been entered for the new roommate, click Save. 
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16. On the main Screening page, click + New Report, choose the report type for the screening request, 
and then click Select to submit the screening.  

 

17. The application landing page will display the new roommate’s result along with an overview of their 
information. Click on the applicant’s name to open their file. 

 
  



 

© 2020 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.  
CONFIDENTIAL – DO NOT DISCLOSE TO THIRD-PARTIES. 49 

18. The selected applicant’s file will open, and you will be able to review their results. 

 

19. The new roommate’s result will be automatically pulled into the Screening page and displayed at the 
top of the page. 
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Reviewing the Applicant File 
When an applicant’s information is submitted via a screening request, an applicant file is created. The 
applicant file will contain the screening result, the reasons for the assigned grade, and the 
results/records for each search. 
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The Application Result displayed at the top of the file is the final result that is sent back to the interface. 

 

The Application Result box will change depending on the type of result: 

Accept or Accept with Conditions 

 
Pending 

 
Reject 
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The Individual Result will be listed below the Application Result. If the applicant is part of a group, the 
Individual Result may be different then the Application Result due to the co-applicant’s results. 

 

 

The Additional Information section provides quick reference points for the leasing agent on why the 
applicant received the result, and which items on the file should be reviewed. 
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The Reasons for Result section will list any reason(s) that are affecting the applicant’s grade. 

 
*NOTE: The reasons for result will always be listed on any “Guarantor Required,” “Increased Deposit,” or 
“Rejection” Adverse Action letter that you generate through the applicant file. 

The Items to Review section will alert you of any credit checkpoint messages, civil court, criminal, 
RentBureau or re-evaluation results along with other items on the applicant file. These alerts do not 
impact the applicant’s result but are important to review. 

 
*NOTE: If you have question about something listed in the “Items to Review” section, please contact our customer 
service team. 
 

Phone: (800) 736-8476 option 1  E-mail: rs_support@yardi.com  

mailto:rs_support@yardi.com
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Sample Additional Information Results 
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At the bottom of the applicant file, you will see a tab for each service that has been requested. Clicking 
on any of the individual tabs will display the results/records for that search. 

 

The number of tabs that are available within the applicant file are directly related to the type of services 
your property runs. No matter which services your property uses, there will always be an Overview tab. 
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Overview Tab 
The Overview tab will always be displayed by default when you access the applicant file. 

 

This tab lists the type of service, request date, completed date, and status for each search. 

 

The Overview tab will also display if any records have been found, if those records meet your property's 
requirements, or if the search is still in progress. 
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Credit Tab 
The Credit tab allows you to view the applicant’s credit report. Even if your management company 
suppresses the applicant’s credit information (Trade References/Collections/Legal sections), you will still 
have access to the applicant’s personal information at the top of the credit report. 

A. Personal Information: This section displays the applicant’s full name, last 4 digits of their Social 
Security number, date of birth (if available), and any alias names that have been reported to the credit 
bureau. 

B. Address: This section will list the applicant’s primary address along with the last 2 former addresses 
that have been reported to the credit bureau. 

C. Employment: This section will list any employer information that has been reported to the credit 
bureaus. 

D. Checkpoint Messages: This section will list any messages from the credit bureau and may indicate 
suspicious activity involving the applicant’s name, Social Security number and/or address. The applicant 
may have also requested that a specific message be attached to this section. 

 
*NOTE: If you have questions about an applicant’s credit report contact our customer service team. 

Phone: (800) 736-8476 option 1  E-mail: rs_support@yardi.com  

mailto:rs_support@yardi.com
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The Credit Summary section provides a high-level snapshot of an applicant’s credit report. Along with 
categorizing each account, the Credit Summary will provide a recap of payment history, and monthly 
payment obligations. 

 
*NOTE: If your company’s credit policy excludes the scoring of medical debt, and/or student loan accounts then these trade 
types will not be reported/included in the credit summary section. 
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Total # of Trades: Total number of trade reference accounts listed on the credit report. 

Currently Satisfactory: The number of open trade reference accounts that have a payment history with 
the most recent month displaying as satisfactory. 

Previously Delinquent: The number of open trade reference accounts that have a delinquent mark 
within the previous payment history but show the most recent month as current. 

Currently Delinquent: The number of open trade reference accounts that have a delinquent mark within 
the most recent payment history month. 

Collections: The number of accounts listed in a collection status. Includes accounts listed in the Trade 
Reference and Collection sections. 

Charge-Offs: The number of Trade Reference accounts listed in a charge-off status. 

Legal Items: The number of accounts listed in the legal section. 

30 Days Late: The number of Trade Reference accounts that are currently in a 30 days delinquent 
payment status. 

60 Days Late: The number of Trade Reference accounts that are currently in a 60 days delinquent 
payment status. 

90 Days Late: The number of Trade Reference accounts that are currently in a 90 days delinquent 
payment status. 

120 Days Late: The number of Trade Reference accounts that are currently in a 120 days delinquent 
payment status. 

Newest Trade: Lists the opened date of the most recent Trade Reference account. 

Oldest Trade: Lists the opened date of the oldest Trade Reference account. 

Inquires: Lists the number of companies that have requested/pulled the applicant’s credit file. 
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Open Accounts: A type of account on the applicant’s credit report with an open balance, or an active 
line of credit. 

• Mortgage: A loan secured for the purpose of purchasing property. 

• Installment: Accounts where the applicant pays a fixed payment for a fixed period of time, or 
until the debt is paid in full. (Example = Bank Loan) 

• Revolving: Accounts created by the lender to represent debts where the outstanding balance 
does not have to be paid in full every month by the borrower to the lender. The borrower may 
be required to make a minimum monthly payment. (Example = Credit Card) 

• Total: The combined totals from all of the different open accounts. 

• Other: Account listed on the applicant’s credit under the collection, or legal sections. 

Total Numbers: The total number of that type of open account. 

Accounts with a Balance: The number of accounts with an open balance. 

Balance: The combined balance amount for that type of account. 

Available: The combined amount of available credit remaining for that type of account. 

Credit Limit: The combined total credit limit for that type of account. 
(Balance Amount + Available Credit = Credit Limit) 

Debt to Credit Ratio: The percentage of total credit that the applicant has used. 
(Credit Limit / Balance Amount = Debt to Credit Ratio) 

Monthly Payment Amount: The combined monthly payment amount for that type of account. 
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The applicant’s credit report is broken down into 3 sections: Trade References, Collections, and Legal. 

Trade References: Contains a list of financial institution obligations such as credit cards, student loans, 
and mortgages. If an applicant doesn’t have any accounts listed in the Trade Reference section, then 
they have no credit. 

 

Collections: Contains any debt that has been reported to the bureaus by a collection agency. 

 

Legal: Contains bankruptcy details that have been reported to the credit bureau from a courthouse. 
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Each section clearly lists the name of the account and any pertinent details. In this example of a trade 
reference you can see the name of the account, any current balance, and the monthly payment history. 
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Sample Credit Report 
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Criminal Tab 
The Criminal tab displays the results for any criminal services that have been requested on the applicant. 
This section will show the results for Premium National Criminal, Custom Criminal, Supplemental 
State/County Criminal, and Premium National Sex Offender Registry searches. 

 

If your management company suppresses the criminal record details you will only see if criminal and/or 
sex offender registry records were found, and a “Meets Property Requirements” or “Does Not Meet 
Property Requirements” message. 

 

 

Premium National Criminal: Includes a national criminal and national sex offender search. Typically, 
these reports include the disposition date, arrest date, county, case number, defendant name, date of 
birth, race, sex, charge(s), disposition, and sentence. However, the information stored within the 
criminal record varies by state. 
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Supplemental State/County Criminal: Provides a focused and thorough county or state criminal 
examination directed by the applicant’s address. Because the national criminal data repositories receive 
limited information from certain jurisdictions, supplemental searches are recommended in the following 
states: Alabama, California, Colorado, DC, Delaware, Idaho, Louisiana, Massachusetts, Maryland, 
Nevada, West Virginia, and Wyoming. 

 
*NOTE: Supplemental County level criminal search requests are sent out to the county courthouse specified by the 
applicant’s current address and have an average turnaround time of 3 to 5 business days. 

Custom Criminal: Includes a custom criminal search that follows the steps and procedures that your 
management company has laid out. 

 

Premium National Sex Offender Registry: Checks each of the 50 state sex offender registries. 
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Sample Premium National Criminal Records 
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Civil Court Tab 
The Civil Court tab allows you to view the results for any civil court records search that has been 
requested. This section will include three different types of housing court records: New Filings, Civil 
Judgments and/or Forcible Detainers. 

 

If your management company suppresses the civil court record details you will only see if any records 
were found, and a “Meets Property Requirements” or “Does Not Meet Property Requirements” 
message. 

 

 

New Filings: A landlord has submitted paperwork to the court over a grievance. The case hasn’t gone 
before a judge yet, and no decision has been made in favor of either side. 
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Civil Judgments: The filed case has gone before a judge and a judgment has been determined. 
Generally, if the judgment is in favor of the defendant the case will be dismissed. If the judgment is in 
favor of the plaintiff the action may be a monetary amount that the tenant must pay to the landlord. 
This amount may be stated as part of the record. 

 

Forcible Detainers: The tenant has failed to meet the judge’s requirements or has not paid the owed 
sum of money to the landlord. The landlord has given notice to the courts and has proceeded with 
removing the tenant from the property. 
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Sample Premium National Civil Court Records 

  



 

© 2020 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.  
CONFIDENTIAL – DO NOT DISCLOSE TO THIRD-PARTIES. 70 

OFAC/SDN Tab 
OFAC/SDN stands for Office of Foreign Assets Control/Specially Designated Nationals, which is part of 
the US Department of the Treasury. The OFAC department administers and enforces economic sanctions 
programs primarily against countries and groups of individuals such as terrorists, money launderers, 
narcotic traffickers, and other high-level offenders. Sanctions can be either comprehensive or selective, 
using the blocking of assets and trade restrictions to accomplish foreign policy and national security 
goals. 

 

OFAC is a name match only search and returns instant results. If you receive any possible matches on 
the OFAC search, please contact our customer service department to request a free crosscheck on the 
results. We will help to determine if it is a true OFAC match or if it’s a false positive. 

 

 
*NOTE: Contact our customer service team to put in a crosscheck request on any possible OFAC matches. 

Phone: (800) 736-8476 option 1  E-mail: rs_support@yardi.com 

  

mailto:rs_support@yardi.com
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Sample OFAC Records 

 

 

 
*NOTE: You can learn more at http://www.ustreas.gov/offices/enforcement/ofac. 

http://www.ustreas.gov/offices/enforcement/ofac
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Rental Tab 
The Rental tab contains the search results from Experian’s RentBureau database and is pulled using the 
applicant’s Social Security number. 

 

A RentBureau file contains any positive and/or negative rental history reported to the bureau.  
A file can contain an applicant’s previous address with monthly payment history, bad checks, insufficient 
funds, unfulfilled lease terms, outstanding balances, write-offs, and/or previous collections activity. 
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The type of negative record contained within a RentBureau file will be listed under the Rental tab’s 
Reasons section only if it caused a denied result. 

 

If your management company has requested to suppress the actual RentBureau record details for the 
applicants, you will only see a “Meets Property Requirements” or “Does Not Meet Property 
Requirements” status along with any reason(s) for the result. 
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Sample RentBureau Record 
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The Work Number Tab 
The Work Number searches a database maintained by Equifax Verification Services and is launched as a 
final-tier automatic service for applications with a passing application result. The Work Number report 
provides employment, salary, and payroll data on individual applicants. 

 
*NOTE: Results of The Work Number service do not affect the applicant’s individual or application result. 

If a The Work Number record is found for the applicant, the status will read “Records Found,” and there 
will be an Item to Review noting that The Work Number records were found.  
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Click the PDF icon under the Report column to access the applicant’s The Work Number record. 

 

The Order Information section of the report lists when and why the report was requested. Within this 
section. 

 

Within the Employer section of the report: 

• Employer will list the employer’s name and employer code (a five-digit number that identifies 

the employer in The Work Number database) in parenthesis to the right of the name. 

• Employer Disclaimer will only be present if there are any additional notes or disclaimers 

associated with that company in The Work Number database. 

 

The Employment section of the report details the applicant’s employment status, most recent start date, 
total time with employer, and current job title. 
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Within the Income section of the report: 

• Employee Rate of Pay specifies the dollar amount the applicant receives in payment for a given 
payment frequency. 

• Employee Pay Frequency specifies how often the applicant is receiving the amount listed for 
Employee Rate of Pay. 

• Avg. Hrs. Worked / Pay Period represents the average total number of hours that is associated 
with the applicant’s paycheck (e.g., weekly would be 40 hours; biweekly would be 80 hours). 

• Calculated Annual Income represents the expected annual income based on the pay rate, pay 
frequency, and hours worked. 

 

The Annual Income Summary section of the report contains information on the total income received for 
current and previous years. 
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Sample The Work Number Report 
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Overview of the Applicant File Links 
Within each applicant file, there are three navigation links: Print, Generate Letter, and Refresh. 

 

Print: This link allows the user to print out the applicant file. It is recommended you confirm that all of 
the requested services have been completed before printing the applicant file. 

 

Generate Letter: Provides a selection of FCRA compliant Adverse Action letters to print or  
e-mail. Fair Credit Reporting Act guidelines require you to send FCRA compliant letters to any applicant 
that has received a result requiring a guarantor, increased deposit, or rejection. 

  

Refresh: Pulls in any completed search results that might have displayed as “in progress” earlier. 
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Navigation Links within the Property Page 
Find Applicant: This link shows a list of previously entered applicants. You may search for a previously 
entered applicant by either their last name or the last four digits of their Social Security number. Click on 
the applicant’s name to access their file.

 

Help: This link contains contact information for ScreeningWorks PRO’s Sales, Billing and Customer 
Service departments including hours of operation, a customer FAQ, applicant dispute forms, and other 
useful information. 

 

Logout: Clicking this link logs the user out of the property and brings up the login page. This is the only 
way to fully logout of ScreeningWorks PRO, after which you can close out the pop-up window. 
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Instructions on Generating an Adverse Action Letter 
1. To generate an Adverse Action letter for your applicant, access the applicant file and choose the 

letter type that you wish to generate. Click the Generate Letters link and select the Adverse Action 
letter that applies to your applicant. 

 

2. The applicant’s Adverse Action Letter will generate, and you will have the option to print a copy or 

email it to the applicant. To print a copy, click the Print button.  
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Instructions on E-mailing an Adverse Action Letter 
1. To manually e-mail the Adverse Action letter to an applicant, you must first generate the letter 

through the applicant file. 

 

2. Enter the applicant’s e-mail address into the appropriate field. If your management company has 
requested that we send a copy of the Adverse Action letter to an internal property/corporate e-mail, 
the email address to which it will be sent will be shown on the right-hand side of the screen. 

 

3. Put a checkmark in the box below the applicant e-mail field to confirm that you have reviewed the 
applicant’s e-mail address and verified its accuracy. Click the Email button to submit the request. 

 

4. Once the Adverse Action letter has been submitted, a green message will appear confirming that the 
e-mails have been sent out. This message is temporary and will disappear once you leave the page. 
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Sample Adverse Action Letter 
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Copyright Notice 

This document, presentation and/or video (collectively, “document”) is protected by 
copyright, trademark and other intellectual property laws.  Use of this document is 
subject to the terms and conditions of an authorized Yardi Systems, Inc. software license 
or other agreement including, but not limited to, restrictions on its use, copying, 
disclosure, distribution and de-compilation.  No part of this document may be disclosed 
or reproduced in any form by any means without the prior written authorization of Yardi 
Systems, Inc. This document contains proprietary information about software and 
service processes, algorithms, and data models, which is confidential and constitutes 
trade secrets.  This document is intended for utilization solely in connection with Yardi 
software licensees’ use of the software and for no other purpose. 

Yardi®, Yardi Systems, Inc., the Yardi Logo, and the names and logos of Yardi products 
and services are trademarks or registered trademarks of Yardi Systems, Inc. in the 
United States and may be protected as trademarks in other countries. All other product, 
service, or company names mentioned in this document are claimed as trademarks and 
trade names by their respective companies. 
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