INDIANA UNIVERSITY

HUMAN RESOURCES

HireRight Background Check Applicant Guide

e If you encounter any problems or have any questions while completing the background
check form, please reach out to HireRight at: 1-877-990-4473.

e You can also utilize the live chat function on the left hand side of the background check
application at any point during the process.

e Be sure to only use the “Back” and “Next” buttons at the bottom of the page to navigate
through the check. Using the browser back button will log you out with an error.

1. You will receive an e-mail from “HireRight Customer Support noreply@hireright.com”, that will

look similar to this:

HIRE RIGHT

We are here to help you get hired.

Let's start your background verification now.

Test Test,

Indiana University has partnered with a third-party vendor, HireRight, tc
manage and conduct your background verifications. The bx

verification includes a criminal history check, and may also

e fessional credentials, and/or credit check. Contact your

deg r more information regarding what background verifications are
be rmed by HireRight

Please make every effort to accurately provide HireRight with the information
requested and to complete the process as soon as possible, as delays could

ally impact your start date and/or your participation in a program
invoiving children with the university

To ensure that you are able to complete the request for information required

m INDIANA UNIVERSITY

2. After reading the message, scroll down and click, “Login”. This will open a web browser window.

process, you can do so. HireRight will not initiate any checks until you

have fully completed the request for information

« DO NOT use the back button on your browser. Doing so will error you

out of t

he system and you will need to log back in using the User

Name and Password you created

« The process is mobile friendly if you would prefer to use your phone or

tablet

« You may get follow up emails directly from HireRight on behalf of
Indiana University

Your user ID i

I

User ID: i

» Start Background Verification

IUHR 7/2020




3. Create a password, and have the opportunity to opt in to text messages that will help you follow
the progress of your background check. Click “Next”.

A warm welcome from HireRight

4. Next you will see the HireRight welcome page. Read through and then click “Start Form” at the
bottom of the screen.

Background Vercation instructons

@ 1om  Prepere For o Bacagrauma 0

How to prepar
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5. Enter the required personal information exactly as it appears on your government issued ID

(first name, middle name, last name and any aliases). If you do not have a middle name, check
the box stating this. Make sure you also have the additional certification boxes checked.

Name

h asy Passport, Driver's License National Identification Document

Test

None

¥ 1 certify this is my current legal name, exactly as it is displayed on my government-issued identification
Jocument

Add Alias Name

Enter your current address and e-mail address.
Click “Next”.

Current Mailing Address and Contact Information

USA
234 Internet Streeet
Blooming
47408
018
Add phone numbe
E 2]

geninfo@iu.edu
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7. Enter your personal identification data, including your date of birth, social security number and
sex.
a.

If you do not have a SSN, be sure to select “l don’t have a Social Security Number”.
b.

If you do not identify with either of the sexes listed, please contact HireRight support to
determine the best way to continue.

Identification

August

SA Social Security P

dkk ek ek ek

Next, enter your address history. IU requires you to enter 7 years of address history. These

entries must be entered end-to-end (example: August 2013 to September 2014, then,
September 2014-July 2020).

a.

If you leave any gaps, you will be asked to provide a reason for this address gap.

b. To add another address, click “+Add Another Address”
C.

Once you have completed entering all 7 years of address history, click “Next”.
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9. The next portion of the check will ask you about any criminal history. Read the statement on
Candidate Self-Reporting, and select “Yes” if you have information to disclose, and “No” if you
do not.

Candidate Self-Reported Information

¥ Candigate Seif Aesoried
Infermatien

Copyright © 2004 - 2020 Hirefight, LLC. AB Righes Reserved. Privacy/Security

a. If you have criminal history to disclose, enter the offense information as accurately as
possible. Then click “Next”.

Offense

You must enter a City or County for all offenses listed in the USA.

Name offense committed under (if different than current)

Aca cfiense Nstory
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10. Review all of the information you have entered on the background check forms for accuracy.

You can return to any section and make changes as needed.
Once you are satisfied that all information looks correct, hit “Next”.

—————

Review Your Information

Current Mailing Address and Contact Information

11. Review the screening disclosure forms and electronically sign them at the bottom of the page.

Then click “Accept & Continue”.

clecuomc Jignawre
Test, Test

geninfo@iu.edu

1 certify | am the person identified above, and | understand that clicking *| Acoep!” below constitutes my
slectronic signature 10 the agreement above.
1 understand that | am using electronic means 10 sign this agreement. | have reviewed the following

and | consent 1o signing this agreement electronically and receiving electronic

dinclosures as described

12.
“Accept and Submit”.

Other Disclosures and Authorizations

Ooer Oraciturms 300 Aumorieaton

» Other Dacizmrys et
v

Review the authorization form and electronically sign this at the bottom of the page. Then click,

CrTuUIG Sigiany
Test, Test

geninfo@iu.edu

1 certify | am the person identified above, and | understand that clicking "1 Accept” below constitutes my
electronic signature 10 the agreement above.
I ! understand that | am using electronic means 1o sign this agreement. | have reviewed the following

and | consent 10 sigring this agreement electronically and recening electronic

disclosures as described

PREVIOUS
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13. If you background check forms have been fully completed, signed and submitted, you will see

the following confirmation page:

HIRE RIGHT | Agp

nk you for your informatior

Your request ID: HA-062220-XFSWZ

Applicant Center

track the progress of your report and
"t
st - (AP #seneen F000m v and 5:00pm
Covrery Cote Phone humaer

hase 1 of your background verif

Testest | Looout

Canada/Atiant
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