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To Submit an Order 
 

1. After login, go to the Candidate and click to open their profile. Then, to override the default package 
setup for background checks, select the package in the “tags” section.  
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2. Select “Background Check” from the top right menu to trigger the request. 

 
3. Upon trigger, an email will be sent to the applicant. 

 
The next step is for the Applicant to complete any requirements via the online form.  

Click here to view details on applicant submission steps. 

Note: The order is created only after the applicant submits the forms  

3 

2 

http://www.hireright.com/assets/uploads/files/Applicant_and_Requestor_Experience.pdf
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To Check the Status of an Order 
 

1. Overall Status is updated in real time, in the “tags” area for candidate.  
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To Check the Status or View Results of an Order 
 

1. Once an order is In Progress, the report link appears on the candidate profile. 
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Example of HireRight Report 
 

 
 

View US Sample Report 

View non-US Sample Report (Version 2) 

View HireRight’s guide on Adjudication, if your company subscribes to this service. 

Have Questions?  
We Have Answers.  

Contact Us or connect with us through  
Live Help. 

Check out our Available Training  
and register for a session. 

Explore our Resource Library  

https://www.hireright.com/PDFs/Sample_Report__Version_1.pdf
https://www.hireright.com/PDFs/Sample_Report_Version_2.pdf
https://www.hireright.com/assets/uploads/files/Adjudication_v3_Guide1.pdf
https://www.hireright.com/contact/customer-service
https://www.hireright.com/InstructorLedTraining
https://www.hireright.com/resource-library
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