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Job Aid: How to View Your Truescreen Billing

Please use this Job Aid to review your Truescreen invoices, or if you need more details about an invoice or overdue
invoice notification you received.

If you’d like to confirm which invoices have been paid or need any additional invoicing assistance, please contact
Truescreen by reaching out to Amy Spitko, Staff Accountant at Vertical Screen, Inc., at 888-291-1369 (Option 6, then 2,
then 1), or by email at ARDepartment@truescreen.com.

Step 1: Login Into Truescreen

Using the single sign-on link:
[https://shibboleth.columbia.edu/idp/profile/SAML2/Unsolicited/SSO?providerld=https://interface.verticalscreen.com/S
P]

Note: If you don’t have access to Truescreen or invoicing, you should contact the Background Check team at
hrcs-bc@columbia.edu

1. After you loginto Truescreen, select Invoicing from the left-hand sidebar.

V. 08/26



mailto:ARDepartment@truescreen.com
https://shibboleth.columbia.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https://interface.verticalscreen.com/SP
https://shibboleth.columbia.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https://interface.verticalscreen.com/SP
mailto:hrcs-bc@columbia.edu

&2 COLUMBIA UNIVERSITY
Human Resources

Step 2: Locate Your Invoice Using Your Invoice Number.

3. Once you have logged in, you will see the Truescreen Home Screen. Click the Filter button next to Invoice
Number to open a small window. Type the invoice number (or copy and paste it), then press Enter on your
keyboard.
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Step 3: Locate Your Invoice

After you enter your invoice number in the filter field and press Enter, you will see a link under Document (on the left) in
the Invoice window to download the Excel invoice spreadsheet.
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Step 4: Downloading Your Invoice

5. Once you open the spreadsheet, located under Document in the Invoices window, you’ll find a detailed

Truescreen invoice showing which background package was billed, the subject (candidate), and other additional

details. You’ll also see two options for how your payment can be processed.

V. 08/26




	Job Aid: How to View Your Truescreen Billing
	Step 1: Login Into Truescreen
	Step 2: Locate Your Invoice Using Your Invoice Number.
	Step 3: Locate Your Invoice
	Step 4: Downloading Your Invoice

