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To invite an applicant, 
please click the “New 
Applicant Order” link.

Inviting an Applicant for a Background Screening….

NOTE: This process 
will send the 
applicant the 
disclosure, notices 
and consent 
documents that you 
have asked us to send!



Select only one 
package. NOTE: You 
may have one pre-
selected.

Department is an optional field 
for clients who want to allocate 
cost back to a specific 
department.  This flows back to 
the invoice detail.

Click the “NEXT” button to 
complete the process and send 
the invite to the applicant.



Click the “Orders in Entered 
Status” link to manage your 
applicant invites. NOTE: 
Applicants in this status are 
NOT currently being worked 
on by PreTrax.

Managing your Open Applicant Invitations…



PINK status: the 
Applicant has NOT 
STARTED the process.
BLUE status: the 
applicant has started 
but not completed the 
process. (Not Pictured here.) 

Actively Manage your Entered Orders….

You may Click  the 
“Entered” link to 
correct an email 
address or resend 
applicant credentials.



To Change an Applicant’s Email Address or Resend Credentials…

You may update the 
email address or 
other information in 
this section. After you 
make a change click 
the “Update Above 
Data” button.

To send new 
credentials to an 
applicant click the 
“Email Address” link. 
NOTE: This will 
deactivate any 
previously emailed 
credentials.



To delete an applicant…

To delete an invited 
applicant please click 
the “Delete Applicant” 
button. This will 
permanently remove 
the applicant from 
our system.



Click “New Order”. 
NOTE: Any 
documents that you 
may send with “New 
Applicant Order” will 
NOT be sent. You will 
want to ensure that 
appropriate 
disclosures are made 
and consent is 
obtained from the 
consumer.

To Manually Order a Background Screening…



Confirm the package 
and enter the 
applicant’s 
information in this 
section. To avoid 
delays, please make 
sure that all 
information is 
accurate and 
complete.

Applicant Data Entry (page 1)…



Please click the “Need 
Data – Click Here” 
links to provide the 
required information.

Applicant Data Entry (page 2)…



Enter education 
information here!

This information is 
very important for 
commonly named 
high schools. i.e. 
Jefferson High School.

Education – Data Entry…



Then, click here to 
enter additional 
employment history.

Status changes to 
“Data is Complete” 
after entering 
information.



Optional information 
is not required but 
very important, 
specifically for multi 
location employers.

Enter employer 
information here.

Employment History – Data Entry…



After providing all of 
the needed applicant 
information, please 
review and agree to 
the certifications 
associated with order 
being placed, then 
click ENTER ORDER. 
You cannot proceed 
without this step.

NOTE: Please make 
sure you have provided 
all information at this 
time. Once you leave 
this session, you will 
not be able to modify 
the order!

Final New Order Submission …



Once the order is 
Entered you may click 
the “All Work in 
Progress” link to view 
status.

To View Work in Progress…



Click the Applicant ID 
to view a rendering of 
the applicant’s report. 
It will display real 
time results. 

Reviewing Work in Progress… In the Meets 
Requirements 
Comments section we 
will often insert notes 
to communicate 
unusual delays in 
results.



Data is available for 
viewing in real time.



To view orders that 
have been completed, 
click one of the 
“Recently Received 
Reports” links. Quick 
links are provided for 
your convenience.

Viewing Received (Completed) Reports…



NEED RECEIVED 
VIEW AND A 
COMPLETED REPORT 
HERE

Viewing Received (Completed) Reports…

Click the Applicant ID 
of the person’s report 
that you want to view.

You may enter a 
date/date range to 
review results or can 
enter the applicants 
last name etc.



Viewing Received (Completed) Reports…



Order an Adverse Action Notification…

NOTE:  You will need to 
provide the City and State 
where the job is located. 
There are some specific 
city/state adverse action 
obligations that you have.

Launch a “New Order”. 
Select the Adverse 
Action service. Please 
do NOT Select any 
criminal packages or 
you will be ordering 
those services too!



You can check status 
of an Adverse Action 
notification by 
clicking the “All Work 
in Progress” link.

Checking Status of Adverse Action…



PreTrax will provide updates here:

 The date we sent the Pre-Adverse 
Notification. 

 The scheduled date for Final Adverse Action 
Notification.

 The date we sent the Final Notification.
 If there is a consumer Dispute

The first update generally occurs within 24 
hours.

Checking Status of Adverse Action…



NOTE: We will send the final 
notice and deliver the order. The 
order will then leave the “Work 
in Progress” view.

Near the Final Adverse Action 
Due Date, Click the “Edit” link; 
Add – OK TO SEND – KO (with 
your initials/name). This will 
instruct PreTrax to send the 
Final Adverse Notification. 
Then click the SUBMIT 
button. PreTrax will not send 
it without your instruction.

To Request Final Adverse Action…



Click the “Invoices” tab and enter 
the date/date range of the 
invoice (s).

Viewing Invoice Detail…

Click the PDF or HTML format to 
view the Summary or Expanded 
information.



Invoice detail will show all 
charges for each applicant, 
including third party fees.

Viewing Invoice Detail…



PreTrax Contact Information
Please feel free to contact us with any questions.

PreTrax Headquarters
10 Center Street 

Chagrin Falls, OH 44022
440.247.1600

440.247.1611 (fax)
orders@pretrax.com

mailto:orders@pretrax.com
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