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Section 1: Logging In 
1. Go to www.privateeyesbackgroundchecks.com

2. Press the Login button on the upper right hand corner to begin.

Return to Table of Contents 

http://www.privateeyesbackgroundchecks.com/
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Section 1: Logging In 
3. You will be taken to our Site Security Notification.

4. Click Background Checks - Legacy to Login.

Return to Table of Contents 
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Section 1: Logging In 
5. Input your Username and Password.

Return to Table of Contents 
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Section 2: Dashboard 
The dashboard is the first page you will see once you login. From here, you can view the status of reports, 
order reports, view announcements and other action items. 

Return to Table of Contents 
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Section 2: Dashboard 

View Draft 
Reports 

View Pending 
Reports 

View Completed 
Reports 

View Adverse 
Reports 

View Reports that 
Need Attention 

Simply select the hyperlinks in each column to view all reports in a given status and timeframe. 

Return to Table of Contents 
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Section 2: Dashboard 
Announcements:  
View announcements regarding delays and updates. 

Adverse Action Manager: 
Manage pre adverse and adverse action letters here. 

App Screen Management: 
Send an invitation to your candidate to complete an application for a background check. 

Return to Table of Contents 
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Section 2: Dashboard 
Batch Import:  
Import batches that do not contain verifications (education, employment and references). 

Form I-9 Manager: 
Manage I-9 form completion here. 

Return to Table of Contents 
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Section 2: Dashboard 
Key Features 

Build a Report:  
Manually input data to order a background check. 

Look-up: 
Find archived or specific candidates. 

Return to Table of Contents 
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Section 3: Ordering A Report 
There are 2 ways to order a report: 

• Sending an Invitation

• Building a Report

Sending an Invitation 
1. On the home screen dashboard, select App Screen Management:

2. In the top right corner, select the hyperlink Send Invitation:

c 

Return to Table of Contents 
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Section 3: Ordering A Report 

Sending an Invitation 
3. Input the candidate’s first and last name.

4. Input the candidate’s email address.

5. Start Date and Reference No. are optional
fields for internal use only.

6. Select your package from the drop down
menu.

7. Select documents for the applicant.

8. Hit Send Invitation.

Return to Table of Contents 
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Section 3: Ordering A Report 

You will then be taken to a separate dashboard where you will be able to track the progress of the link to 
the candidate. 

• On Hold: you will be alerted if the invitation you are sending is already in the system or being
duplicated.

• No Response: the candidate has not responded to the link

• In Progress: the candidate is in the process of completing the application

• Completed: the report is complete and ready to view.

Sending an Invitation 

Return to Table of Contents 
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Section 3: Ordering A Report 

You will then be taken to a separate dashboard where you will be able to track the progress of the link to 
the candidate. 

Sending an Invitation 

Return to Table of Contents 
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Section 3: Ordering A Report 

You have the option to resend the link or archive the report. 

Sending an Invitation 

Return to Table of Contents 
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Section 3: Ordering A Report 

The second option you have to order a report is through the Build a Report tab. 

Build a Report 

Return to Table of Contents 
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Section 3: Ordering A Report 

The packages you have will be listed at the top. You have the option to add a la carte items to the package 
as well. 

Build a Report 

Return to Table of Contents 
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Section 3: Ordering A Report 

Each required field will 
have an asterisk next to 
it. You will be prompted 
to input all necessary 
data to fulfill the 
package. 

Return to Table of Contents 
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Section 3: Ordering A Report 

Once the system takes 
you through inputting 
all the information, you 
will arrive at the Report 
Confirmation page. 

You must agree to 
continue and select 
Order Report to release 
the report into the 
system. 

Return to Table of Contents 
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Section 3: Ordering A Report 

You will receive a summary of the services ordered in the package and a report ID*: 

Build a Report 

*Report ID: A layer of added security. When requesting a status or searching for a
report in the Look-up tab, use the Report ID for security and ease of use Return to Table of Contents 
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Section 4: Viewing Reports 
You can view reports in a couple of different way with the most common way being to view completed 
reports from your dashboard.  

Simply click on the hyperlinked number under the timeframe of the reports you’d like to view. 

Return to Table of Contents 
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Section 4: Viewing Reports 
This dashboard shows completed reports. You can view them by selecting the clipboard. The reports will be 
in PDF format. From here, you can also archive reports. Archiving reports is recommended when you are 
finished viewing completed reports. 

Click the clipboard to 
view completed reports 

Archive completed 
reports here. You can 

look up archived reports 
under the Look-up tab. 

Return to Table of Contents 
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Section 4: Viewing Reports 
Reports with adverse results will have a red exclamation point next to it. These reports will filter under the 
Adverse Action section on the home dashboard. View Records and Alerts here. To see the full detail of the 
adverse result, click the clipboard icon to view the full report. 

Reports with adverse 
results will be indicated 
with a red exclamation 

point. 

Clicking this arrow will 
drop down a summary of 

the report. 

Records and Alerts will 
show in red lettering. 

View the report to see the 
results of the report by 
clicking the clipboard. 

Return to Table of Contents 
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Section 4: Viewing Reports 
There are a couple of other functions you can do when you drop down the summary tab. 

You have the option add a 
la carte items to the report 

and clone the report. 

Return to Table of Contents 
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Section 4: Viewing Reports 
By clicking the clipboard icon, it will take you to a PDF of the report. A summary of the report will appear on 
the first page. You can scroll through the results to view each section on the report. 

Return to Table of Contents 
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Section 5: Searching Orders 
The Look-up tab is available to search archived reports or specific reports you may need to locate. You can 
locate  reports by search and report ID, reference number, subject’s name and other specifications to assist 
you with locating a candidate. 

Return to Table of Contents 
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Section 6: Managing Users 

(925) 927-3333

You may add and remove users if you are an Account Administrator. You must send Private Eyes their User 
Access Forms to have on file once access has been installed for your users. 

Return to Table of Contents 
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Section 6: Managing Users 

(925) 927-3333

Select Create User. Create each user and establish system security by selecting each box they will have 
access to. You can manage all users here as well. 

Return to Table of Contents 
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CONTACT US IF YOU HAVE QUESTIONS 

Private Eyes, Inc. | 9080 Double Diamond Parkway, Unit C | Reno, NV | 89521      
T:  925-927-3333 | W: www.privateeyesbackgroundchecks.com 

Sandra James, CEO | sandra@pebackgroundchecks.com 

Frank Santa Elena, Director of Operations | frank@pebackgroundchecks.com 

Click here to see Private Eyes on kathy ireland®! 

Return to Table of Contents 

https://www.youtube.com/watch?v=VYmPDPPVpLU
https://www.youtube.com/watch?v=VYmPDPPVpLU
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