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Welcome to your Verified 
Credentials account!
Here, you have 24/7 access to your background checks and a 
collection of information at your fingertips. 

Our web-based background screening management platform 
provides one secure, convenient location to access all aspects 
of the screening process, from ordering background checks 
with just a click to tracking the status of each background 
order. Plus, you receive complete transparency through each 
step of the screening fulfillment process with detailed order 
events. 

In this guide, we’ll cover the login, navigation, and convenient 
features of the platform.
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Log in to your account
To get started, your Account Administrator will add you as a user to the platform. Once your account is 
active, you’ll receive an account setup confirmation email containing a link to your dedicated login 
page. Logging in
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Individual credential emails are sent to each active user in the account, also linking to the login page. 

The login process can be 
completed on PC, mobile, 
or tablet devices. 
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Once you’ve clicked on the login link 
in the confirmation email, you’ll be 
prompted to enter your email address 
to receive a verification code. 



Check your inbox for mail from Verified Credentials Client Services.  

Insert the code displayed in the blue box from the email 
into the Enter Verification Code prompt to log in.  
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You can highlight and copy 
the code to paste it directly 
into the prompt. 



After entering the Verification Code, you’ll be directed to your Dashboard. 

Overview of dashboard features

Shortcuts for viewing 
Completed or In 
Progress orders

Toggle between Card 
View and List View to 
display your orders. 

Search by Candidate Name, SSN, 
National ID, Driver’s License #, 
Order #, or Reference #
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Download a CSV file 
of the list you’re 
currently viewing



In the top right corner of the Dashboard, you’ll notice three icons next to your account name.  

These icons allow you to: 

1 View your Recent History 

2 Contact Client Support
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Throughout the platform, you’ll see tutorial 
icons that will guide you through specific 
platform functions. 
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Hover your mouse over the icon (for desktop) or 
click on the icon (for mobile) to expand the 
description box explaining the purpose of the 
tutorial. Click Start Tutorial to begin.

All tutorials provide step-by-step directions 
with accompanying images. Click Next to 
progress to the next step in the tutorial.  

Click Got It when you’re finished. 

The dots in the bottom left corner indicate the 
number of steps in the tutorial. 



Click the Filter button to view and edit 
the Order Filters by:
• Status
• Location
• Order Owner
• Order Date
• Order Completion Date
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Your filtered list will display after you click See Results. 

You can save custom filtered results as a reusable viewing option by clicking the Save View button 
at the top of the search results.  
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Select, edit, or delete Saved Views by clicking the drop-down arrow to the left of the Save View 
button. 

You’ll receive a pop-up in 
the top right corner of 
your screen confirming 
your new view has been 
saved successfully. 
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On the left side of your dashboard is the Shortcuts section. Here, you can add 
shortcuts to internal and external destinations.
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Customize your shortcuts by 
selecting a relevant icon for the 
shortcut at the top of the Add New 
Shortcut box.



INVOICES
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The Invoices tab on the left panel menu allows you to see and sort through all 
your invoices on file. 

Click View in the Actions column to see details of each invoice. 



ORGANIZATION
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The Organization tab on the left panel menu opens a Hierarchy column of all the Parent Modules and 
Sub-Modules connected to your account. You can browse for a specific Module location using the 
search bar at the top, or by utilizing the ‘Active’, ‘Pending Activation’, and ‘Inactive’ filter buttons. 

Account Info tells you 
the contact information 
and billing configuration 
for the account. 

You can view Account Info, Users, Documents, Products & Services, and Invoices for whichever 
Module you have actively selected. 

You have the option to manage 
up to 5 sublevels of Modules.
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The Users tab shows all 
the individuals who have 
account access. 

To add users to your account, 

click + Create New User

and fill out the required 
information in the form that 
appears. Click Submit at the 
bottom to save your new user’s 
info. 

Permission to create new users 
is only available through the 
parent admin account. 
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The Documents tab contains all additional documentation for that Module, such as 
employee agreements and contract addendums. 

The Invoices tab contains all the invoices for that Module. You can see the details of each 
invoice by clicking View.  
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Accounts at the ‘Employers’ level and below of the Module hierarchy will have an additional tab 
called Products & Services. 

Products & Services lists all the 
packages and a la carte products 
associated with the organization 
in the current Module.   

For accounts using Clear View, 
you can edit these parameters by 
scrolling to the Services section 
at the bottom of the page and 
clicking on Verified Clear View. 

If you’re interested 
in adding Clear View 
to your account, 
contact your Client 
Success Manager. 



How to place a background check order
Navigate to the Orders page by clicking     on the left panel menu. + Orders

Click                                when you’re ready to start a new Order.+ Place New Order
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The Place New Order button 
is also located in the top right 
corner of the Dashboard.
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Step 1: Get Started
Enter the candidate’s name, email, and 
social security number in the required 
fields. 

For international candidates, you can 
enter a National ID instead of an SSN 
by checking the box at the bottom of 
the section. 

Click Next Step when you’re ready.

Step 2: Client Info & Products
Next, you’ll identify which location the 
new order is tied to, as well as the owner 
of the order. You have the option to set 
any of the other info fields as required in 
your account.

Once you have this section filled out, it’s 
time to move on to the ‘Select Package 
and Products’ section below.
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Step 3: Client Info & Products
In this section, you can customize which 
package and/or products you’d like to 
include and exclude for this order.

To add a product, click Select next to 
the product name. To remove an 
already selected product, click Exclude 
next to the product name. 

When you’re ready, click Next Step to 
continue. 

• Actively selected items will 
be identified by a green 
‘Selected’ label next to the 
product name.

• Click the drop-down arrow 
next to the product name to 
view the details of that 
product. 
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Step 4: Enter Candidate Info
In this step, you’ll enter the 
candidate’s identification and 
address information.

• Add as much information 
as possible to help yield a 
more thorough 
background search.

• Ensure information is 
accurate to avoid a delay 
in results, which may lead 
to additional costs.

When you’re finished, click 
Next Step.
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Step 5: Enter Product Details
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This step allows you to add and edit details of the specific screening processes included in your 
selected package & products. In the sample below, this account has selected the Gold package, 
allowing them to configure County Criminal Search, Education Verification, Federal Criminal Search, 
and National Sex Offender Public Registry, as well as their add-on product, Global Watch List.

The items in this section can be 
edited or excluded from the order 
using the Edit and Exclude from 
Order buttons on the right side. 
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Step 6: Enter Product Details
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Click Next Step at the bottom of the page 
when you’re finished. You’ll be directed back to 
the page for Step 4, where the name you added 
will appear below the Current Name section 
under each product title.

Clicking Edit opens a window for you to enter 
other names and aliases for the candidate that 
will also be used in the background screening 
process. The candidate’s details that are already 
on file will auto-populate, and you will be given 
the option to enter a previous name by clicking 

       + Add Previous Name . 
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Step 7: Review & Submit
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This step displays the order subtotal and price breakdown by product, as well as delivery details for the 
background check results. 

+ Add Additional Recipient

Edit and add recipients for the 
results to be sent to by clicking
                                                     

This button allows you to share a copy 
of the report with the candidate.

Edit the delivery method 
by clicking the arrow and 
selecting your preference 
from the drop-down 
menu. 
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Step 8: Review & Submit

Copyright © Verified Credentials LLC, 2026

Below the Delivery Details section, you’ll see 
the cost breakdown of each product and any 
additional fees. 

If you have any disclosure and authorization 
documents related to your order, you can 
upload them here under the Documents 
section. 

Be sure to indicate the purpose of the 
background report and check the 
acknowledgement box before clicking 
Submit Order. 
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When you click Submit Order, a confirmation pop-up will 
appear. If you’re unsure, click Review to revisit your order 
before submitting. If you’re ready, click Submit.  

On the confirmation page that 
appears, you can navigate back to 
the Dashboard, place another 
order, or modify the order.
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After clicking Modify Order, you’ll be directed to a page that resembles the sample image below. 
You have 10 minutes starting from the time the order was placed to lock in any changes. 

Modifying an Order

The ‘Actions’ menu in the top right corner lets 
you copy a link to or delete the order. If you 
choose to delete, you’ll be prompted to enter a 
reason for deleting. 
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Modifying an Order

In the Products list below the Order Info section, you can select products to delete by clicking the 
check box next to the product and clicking Delete at the top left corner of this section, or add 
products by clicking  + Add Products in the top right corner. 



Tracking the progress of active orders
The Orders page shows the status of each active order in the right-hand corner of the card. Completed 
orders will be marked Clear, or Review if a discrepancy is detected. 
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Reviewing all orders is recommended, including 
those marked Clear. 
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You can see a detailed view of the screening results by clicking on the Result button.   
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Viewing candidate details 
Select the candidate you’d like to review from your list on the Dashboard. 
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Below the Order details in this expanded view, you can browse through Products, 
Candidate Info, Client Info, Documents, Billing, and Reports related to the candidate. 

The Products tab lists each 
background screening 
product that has been 
assigned to the candidate.  

Clicking the arrow in the corner 
expands the card to view Product 
Events and Product Results.
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The Candidate Info tab contains the 
candidate’s personal identification information, 
contact details, and any addresses on file.   

You can click the eye icon (    ) next to 
personal ID information items to toggle 
between displaying and hiding the content.  
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The Documents tab holds any additional documents pertaining to the candidate’s 
background screening steps that are on file, such as contracts or addendums.    
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The Billing tab lists 
prices and fees and 
any Order Credits 
for the products 
assigned to the 
candidate, with a 
grand total 
displayed at the 
bottom of the 
section.    
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You can add 
documents to this 
section by clicking 
 
+ Add New Document  

in the top right corner.  



The Reports tab displays a confirmation of delivered report data. In this section, 
you can edit which recipients are set to receive results and view a copy of the 
report in PDF format. The Delivery Status on the left side confirms the time and 
date the recipient received the report by email. 
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To quickly access a candidate’s background report, start by searching for the candidate using the 
search bar at the top of the Dashboard. You may also use the search bar on the Orders page. 
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Background report quick access

Search by:

• Candidate Name
• SSN
• National ID

Once you find the requested candidate in your list, select them to 
view their background report and other candidate information. 

• Driver’s License #
• Order #
• Reference #

If you don’t have any of 
the search parameters 
readily available, try 
filtering your list by status 
or completion date and 
scroll through the results.



Questions?
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Contact your Client Success 
Manager for additional support.

Click here to log in 
to your account

https://customer.verifiedcredentials.com/login
https://customer.verifiedcredentials.com/login
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