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Getting Started

To complete this part of your online CRB you will need to have your login credentials. These would either have been printed off and given to you by the person wishing to carry out the CRB on you, or if you provided your email ID they would have been emailed directly to your email address.
An online CRB check can be completed by accessing the internet from any PC/Laptop providing that it has internet explorer.  If you don’t own your own computer you can go to any internet café or local library.

Below are a few points you will need to look at before starting so that you are aware of any possible reason why you may not be able to progress with your online application:

1. Please ensure that all pop ups are unblocked to allow you to access them.

2. You must ensure that you have Internet Explorer or Firefox to be able to access the eCRB system as Google, Google Chrome, etc will not work and the system may look distorted.
3. Due to the sensitive nature of the information and security the time out on eCRB is 5 Minutes.
4. Please ensure that all pop up boxes are closed once finished with. If you do not close them once you have finished with them this may interfere with other pop up boxes that you may need further on in the process.
5. From the date that you initially start your application you will have a time limit of 30 days to complete your application, or your application will be withdrawn and you will need to start the process from the beginning.

Logging into URCB

Firstly when a candidate has everything they need to start you should click on this link below which would be available on the UCRB website at the touch of a dropdown button in the home page, or click on this link below:

https://candidate.crblive.com
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Once you have clicked on the link you will be taken to the screen below where you will be required to enter the login credentials that you were given, or that were emailed to you.
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Once you have logged in successfully you will see the screen below. The application form is a simple 5 step process.
You will now need to start entering you personal details. Mandatory fields are denoted by (*) and they are compulsory.
Personal Details: Step 1
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On this page you will be required to enter all personal details starting with your title that will be picked from a drop down list. 

You will then be required to enter both your forename and surname ensuring the spelling is accurate. You will then need to enter any middle names you may have. ITS IS VERY IMPORTANT THAT YOU INCLUDE MIDDLE NAMES IF HAVE ANY AS IT CAN CAUSE A DELAY ON YOUR FORM IF IT HAS NOT BEEN ENTERED AT THIS POINT.
You will then need to enter your gender from a drop down box, followed by your language preference and the last bit which is you National Insurance number (which is optional).

You must ensure that when completing this section you do not enter alphabets instead of numbers and vice versa. Doing this will results in an error message being shown like in the picture below:
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Any other error that occurs while completing this section will also throw up error messages, detailing exactly what the error is so that you can go back and amend it.
Once you have completed this section correctly you will need to click Next.
Current Address Details: Step 2
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Here you will be required to complete your current address details. Similar to the personal details each field will only accept certain punctuation, numbers and alphabets. If you do enter any of these into a wrong field, the system will automatically generate an error message that will pop up on your screen. On the image below you are able to see an example of one of these error messages
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If the system detects more errors after you have corrected the first one, it will automatically keep popping up more error messages until you have completed everything correctly.
Address History: Step 3

Once you have clicked next you will be taken to the screen below. This is now showing you the address that you entered on the previous screen. In this section you must have a 5 year address history, and the system will not let you move to the next step unless you have entered this in. 
If you have been living in your current address for more than 5 years this section will NOT apply to you and you can click next Please make sure that the month and year of each address follows that of the previous address, e.g. if you moved house in August 2008 ensure that this date is repeated as your last date at your previous address and also the first date that you moved into your new address.  


If you have not lived in your current address for more than 5 years and try to click next, the system will not allow you to move on with your application.






Once you have clicked on this you will be taken to the page below where you will need to enter in the address prior to your current address.
YOU MUST ENSURE THAT ALL DATES MUST COINSIDE WITH NO GAPS AND ALL ADDRESSES MUST CONTAIN A POSTCODE. IF YOU ARE UNABLE TO REMEMBER THE POSTCODE PLEASE USE THE ROYAL MAIL POSTCODE FINDER http://track.royalmail.com/portal/rm/postcodefinder?catId=400145&pageId=pcaf_pc_search&gear=postcode


If the second address you add does still not make a 5 year address history you will need to repeat the process until you do have a complete 5 year history with no gaps. When you add extra addresses it will look like the screen below:



Once you are happy that there is a 5 years address history you can click next. If it is still not a 5 year address history the system will send another pop up error message and it will not let you proceed until the address history is complete. If it is error free you will be able to continue onto the next step.
Additional Applicant Details - Part One: Step 4
You are now on stage 4 of 5 of you application. In this section you need to complete details about any previous surnames that you may have had, and similar to the address history there should be no gaps or overlaps. IF YOU HAVE NEVER CHANGED ANY OF YOUR NAMES LEAVE THIS SECTION AS IT IS NOT MANDATORY AND CONTINUE.

If you have changed your names since birth you will need to enter them here. Once you have entered the previous surname you used you then have the facility to add another name. to do this you must click ‘add other surname’.

If you enter dates that are not correct you will be presented with the error message below. This will happen until you are able to get the dates correct.


If you have changed your forenames you will also need to enter this in the same way as you entered a previous surname. Ensure that you include forename and middle name(s). Once you have completed this click ‘next’.
Additional Applicant Details - Part Two: Step 5
In this section not all of the fields are mandatory but it will help if you completed all that is required. In this section, similar to other sections, you will be presented with an error message should you enter a wrong character that that particular field will not accept.


When completing this section you must answer the question Do you have any unspent convictions?*this question is Mandatory.

If you have never committed a criminal offence then please select ‘no’ from the drop down.
If you have an ‘unspent’ conviction then please select ‘yes’. An 'unspent' conviction is any conviction that is still held on your criminal record. 

For more information on spent and unspent convictions see Rehabilitation of Offenders Act 1974 at: 

http://www.crb.homeoffice.gov.uk/about_crb/what_is_the_roa.aspx
This will give you guidance as to whether your conviction is ‘unspent’ or ‘spent’.



Once you have finished all 5 steps you will see you application in full, section by section from step 1 to 5. 




This is how your application will look once complete. When you get to this stage you should now read through the information that you have entered to ensure that all the information you have entered is correct. If you see any part of the application where an error may have occurred, you are able to go back and edit this using the ‘Edit’ button at the side of the section you wish to amend.
If you do decide that you want to edit some information, when you click on edit in the relevant section it will take you directly to that section. Once you have amended what you needed to it will then run through all of the 5 steps, should you wish to change that data in more than one section.

Once you are happy that the data is correct you will need to read through the paragraph at the end which is on the screen below:



Once you have submitted your application you will see the short message below. Your application is now with your employer and you will need to make a note of your RB reference number and visit your employer.


If you have any problems completing your online application please do not hesitate to contact any member of the team at United Medicare on the following telephone number or email address:
Tel: 0208 306 2806 

Email: crb@unitedmedicare.com

Please enter you login credentials here





Now


Login





Numbers have been entered in the forename this is the reason for this message








I have entered a question mark into the post code so it has popped up with this error message.





A 5 year address history has not been entered 





As there was not a 5 year address history entered, the system has automatically generated an error message that prompts you to enter a 5 year address history. You will not be able to proceed will your application until you complete what is required





To complete your 5 year address history you must click on add address. Here you will be able to add addresses 





As you can see this date on the additional address history coincides with date above which is on the current address





PLEASE NOTE:


This edit and delete button is so that you are able to amend any addresses or delete them should you see an error 








If you put yes in the drop down box, it will automatically show a link that will give you more information on spent and unspent convictions





This is one of the edit buttons as you can see there is one of these at the end of each section to enable you to go back and edit any information that you have entered.





The terms and conditions box must be ticked so that you are able to submit your application.








