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The Applicant Experience 

This document provides a general overview for accessing and completing the online form and consent to 

start the background check process. 

 

 
1. Use the email or text invitation to login. Note: The form is mobile-responsive and may be completed on 

most devices. Follow the prompt to access HireRight’s Applicant Center. Be sure to write down your 
password. NOTE: Text may not be available to customers who initiate orders outside of HireRight. 

 

 

 

 

 

 

 

 

 

 

 

1 

Access our Applicant Assistance site: https://www.hireright.com/applicant-assistance 

https://www.hireright.com/applicant-assistance


 

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not warrant any 
statements in these materials. HireRight’s products and services are provided under the terms and conditions of HireRight’s screening services agreement and any applicable product-
specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private investigation licenses can be found at: 
https://www.hireright.com/legal/license-information/ 

 
Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited. 
 

Page 2 of 13 

 

 

 

 

 

2. Create a password to secure your personal Applicant Center.  Opt in/out of additional text notifications. 

 

Use pull-down option to switch Language, if available and desired. Click Next to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Instructions are provided with information on how long the form may be accessed for completion.  
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Choose preferred language from 

the languages pull-down menu, if 

available and desired.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Additional Instructions provide general information about what you may need to be prepared to provide in 

the form.  The instructions may have been modified to address more specific expectations of the organization 

who invited you to begin the background verification. Click Start Form at the bottom of the instructions page 

to continue. 
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4. Complete background information forms. You are only prompted to provide information appropriate 
to the background verification to be conducted.  

 

Note: This example requires Personal Information, Drug Screening, Education Information, and 

Employment History for the background verification. 

 

Typical information gathered by the forms includes:  
Personal Information 

• Full, Legal Name 

• Other Names Used 

• Current Address 

• Phone Number 

• Date of Birth 

• Social Security Number 
Employment History 

• Location 

• Job Title(s) 

• Dates of Employment 

• Type of Employment 
Education History 

• Location 

• Degree(s) Attained/Attending 

• Type of Degree/Major 
Other information will be required, if 
needed, such as Driver’s License 
Number 

 

Have Questions? We have answers! 

Click Live Chat or Contact Numbers. 
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Complete all required information and 

click Next to continue.   

 

Form automatically saves as you 

progress. You may also click Save and 

exit the form to return at a later time. 
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If applicable, use the invitation to re-access the form to complete the needed information. 
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Drug Screening with Scheduled Service enables you to choose the most convenient location to complete a 

drug test, if required as part of the screening process, using your current address as the default location for 

locating a testing facility.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
Click Find Collection Site to view 
clinics in the area as well as hours of 
operation.  

Once you select a collection site, you are moved to the 

bottom of the screen where you will see the required 

timeframe to complete the test. Follow prompts, if 

any, to move forward. 
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Education Information  
Complete the information about your 
most recent or highest education 
completed. 
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Employment Information 
Complete the information about your 
most recent and/or previous employment. 
If you indicate your current employer is 
not to be contacted, be prepared to 
upload a copy of proof of employment 
documents such as paystubs – with your 
salary information marked out. 
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5. Review Information for accuracy and click Next. 

Once your information is submitted, no changes can be made. If you find that you made an error after 

submission, contact HireRight Customer Service to advise them at 866-521-6995. 
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6. Screening Disclosure and Authorization 

 

Read the disclosure and authorization forms, check 

any certification boxes, provide an electronic 

signature, proceed until you are able to click the 

“Accept & Submit” button. 

 

 

HireRight will email you the e-signed copy of the 

disclosure and authorization for your records. 
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Confirmation of Submission 

A confirmation message displays upon successful submission.  

An estimated date of completion for the background verification may be noted as well as details for your drug test, 

if applicable. You may upload documents here as well. 
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Re-access your Applicant Center, if needed, to view the status of your background verification, respond to any 

additional information requests from HireRight, contact us or change details of your drug and health service 

registration. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example of Background Screening Status Visibility 

 

 

 

 

 

 

 

 

 

 

 

 

Example of Drug & Health Service Registration Visibility 

 


