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My Applications

Once you have logged in you will need 
to download and view the FCRA 
Summary of Rights before starting the 
Application process. 

Click Start Application 



If a background screening 
has been processed for you 
in the past by Corporate 
Investigations, your screen 
may look like this.  Click the 
Start Application to begin 
your new background 
screening.  

Please note: If only the previous background 
screening is available, the invitation code did 
not register.  Sign out of your account then go 
back to the invitation email you received and 
click on the link that includes the invitation code.   
At the Sign Up page, click Already have an 
account? Sign in now!  

(Also see - How To Accept An Invitation)



Complete your Background Check Application in 3 Easy Steps:
Step 1: Complete Your Profile
Step 2: Fill Out Your Application 

Step 3: Disclosures and Submissions 

Start Here



Step 1: Complete Your Profile

Click check box to 
confirm that FCRA 
documents have been 
reviewed 

Click check box if you 
do not have a middle 
name

Tip: When using the 
calendar selector, select  
Year of birth first to avoid 
an error

Click this check box 
if you do not have 
SSN/TIN



Drivers License Information
Enter you driver’s 
information as it appears on 
the license.

Click the check box if you do not have a driver’s license

Additional Identifying Information

Enter any additional last 
names used  and the last 
year they were used. 

Enter the appropriate 
family name needed to 
process criminal searches 
in Puerto Rico and India. 

Click Save 
and Continue 
once all 
information 
has been 
entered. 



After you have successfully completed and saved your Personal Information you will be taken 
back to Your Application page to begin 

Step 2: Fill Out Your Application 

Click Edit Application to begin Step 2



Note: If at any time you  
need to stop before 
completing the application,  
simply log back into the 
website with the login 
create during the initial 
account set up and click  
Edit Application. 



Current and Past Addresses

Enter your address 
history for the 
required time period.  
If you have not lived 
at your current 
address for the 
entire time 
requested, click Add 
Past Address. 

Note: An error message will appear 
if Save and Continue is clicked 
without the complete required time 
period. 



Note: An error will show until the required 
address history is provided.

Continue entering your Past Addresses until full address history has been added and then click 
Save and Continue.



After you have successfully completed the Address History section you will start 
entering your Education information. 



Education History

Click check box if you did 
not attend a 
College/University

Click to add any 
additional 
Colleges/Universities 
that you attended.

Click check box if a 
degree was not received. 

College



High School

Check this box if 
you did not attend 
high school OR if 
you entered in 
college/university 
information above 
and  lower-level 
education is not 
required. Click check box if 

a diploma was not 
received. 



GED

Note: If a GED was received, 
uncheck the box and 
complete the requested 
information.  

Click Save and Continue 
once section is completed. 

Check this box if you did not
receive a GED is checked by 
default. 



Employment History

Click check box if you 
do not have sufficient  
employment history or 
there are gaps* in your 
employment history

Click check box if you 
do not have any 
employment history.

*Please note:  If you are not employed, this would be considered a gap in the employment history.

Example: 

01/2019 – 03/2022; 05/2022 – 01/2023 (gap)
01/2019 – 03/2022; 04/2022 – 01/2023 (no gap)

The employment history needs to have a consistent flow of dates.  If there is any time, no matter how short, is 
consider a gap. 



Click check box if OK to 
contact present employer

Notice that a 7 year employment 
history has not been entered. 

Click to add additional 
employment information.  

The date fields will stay 
red until the required 
date rage of employment 
history have been 
entered. 

Click Save and Continue if 
you do not have additional       
employments or once you’ve 
previous employments have 
been entered.   



Professional Licenses and Certifications

Click check box if you do not 
have any licenses or 
certifications. 

Click here if you have 
additional                                           
licenses/certifications. 

Click Save and 
Continue once you 
have completed the 
Professional Licenses 
and Certifications 
section.  



References

Click check box if you do  
not have References to 
enter

Click to add 
additional 
References. 

Click Save and Continue 
once you have completed the 
References section.  



Upload Resume and Documents

Uploading a document can be done one of two 
ways. 

 Drag the file directly on to the grey 
rectangle

 Click the + in the center of the grey 
rectangle and select the file from its 
location on you computer. 

OR

Click Save and Continue after all 
required documents have been 
uploaded. 



Summary and Review 

After you have completed the 
application, you can review the 
information that was entered on 
this screen. Changes can be 
made by selecting one of the 
options in the left column.  



Finalizing Application 

Once you are satisfied that 
the information entered is 
complete and correct, click
Save and Finalize 
Application. 

Check this box if you would like notified that a copy of the completed report is available. 



Step 3: Disclosures and Submissions

The final step of the application  you will Read about your rights, download relevant forms, and submit 
your application for processing. 

Click Authorize and Submit to begin finalizing your application.  



Applicant Disclosure
Read and then sign and date (electronically) the Applicant Disclosure. 

Note: Enter you name exactly as it is showing. 
Click Save and 
Continue.

Copy and 
Paste the 
name from 
inside the 
parenthesis 
into the text 
box.

Tip:



Applicant Disclosure - Minor 
If you are under the age of 18, you will need to have a Parent/Guardian download, read and 
then sign and date the Applicant Disclosure. 

Click Save and Continue.

This form will need to be uploaded.  (See Upload Resume and Documents for instructions.)

Parent/ Guardian’s 
dated signature

Applicant’s 
dated signature



If the position you are applying for you requires a drug screening test, will need to sign a Drug 
Testing Consent. 

Drug Testing Consent

Read and then sign and date (electronically) the Data Privacy Notice.

Note: Enter you name exactly as it is showing.

Click Save 
and 
Continue.

Copy and Paste 
the name from 
inside the 
parenthesis into 
the text box.

Tip:



Data Privacy Notice

Read and then sign and date 
(electronically) the Data Privacy Notice.

Copy and Paste 
the name from 
inside the 
parenthesis into 
the text box.

Tip:

Note: Enter you name exactly as it is showing.

Click Save 
and 
Continue.



Applicant Authorization 

Read and then sign and date 
(electronically) the Applicant 
Authorization.

Click Save and 
Continue.

Note: Enter you name exactly as it is showing.

Check box if you do not have a Social Security Number

Copy and Paste 
the name from 
inside the 
parenthesis into 
the text box.

Tip:



Applicant Authorization - Minor
If you are under the age of 18, you will need to have a Parent/Guardian download, read and 
then sign and date the Applicant Authorization. 

This form will need to be uploaded.  (See Upload Resume and Documents for instructions.)

Applicant’s 
dated 
signature

Parent / 
Guardian’s 
dated signatureClick Save and Continue.



You have now completed your application and will be returned to the main Your Application page.  

An email confirmation will also been sent. 




