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Logging into Background Check Request Program 

Website Link: https://hrbackground.utk.edu/ 

Two-Factor Authentication 

 

HR Background Check Screen 

 

https://hrbackground.utk.edu/
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Request a Background Check for one candidate: 

Scroll down to see all entry fields. 

 

Enter First Name, Last Name, Suffix (if applicable), and Email Address in NEW REQUEST field. 

Scroll down further to complete the RESPONSIBLE COST CENTER. (The default is the cost center and Net 
ID of the person that is logged in and entering the request.) 

Then click . 

 

  

Defaults 

E0XXXXX 
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Request Background Checks for a list of candidates 

 

Click on CLICK HERE for the template file. Template file will appear at the bottom left of the screen. 

 

 

Click on BULK_REQUEST_IMP.CSV file name. The file will open in EXCEL. 

 

Complete a line for each candidate. Save the file as a CSV file. This file format will automatically default. 

Click on . Locate the saved CSV file. Click .  
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For single Background Check requests, a warning box will pop up if the email address entered is already 
in the background check database, and will provide the date it was entered. If this is a NEW request, 

click . If it is a duplicate request, click . Cancelling will clear the NEW REQUEST 
fields.   

 

The information entered can be seen under the Submitted Background Check Requests.  

 

Within two days of requesting the background check, an asterisk will be added to the Awaiting Input 
field, if the candidate has not completed the online consent. These candidates will need to be contacted 
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to check their email and spam folders for the link to complete the consent. The asterisk will be removed 
once a candidate completes the online consent. This field will be updated each morning.  

If there is an error in the information submitted, scroll the screen to the right until the  button 

appears, and then click .  

An entry can be cancelled up until the point Human Resources uploads the request to Truescreen. 

 

Two notification emails will be sent.  One email will contain a list of successful background check 
completions. The second email will be a list of candidates that have not completed the online consent 
(Awaiting Input) to begin the background check process. 

Completed Email Notification: 

 

Awaiting Input Email Notification: 

 

Human Resources will contact you for candidates that do not successfully complete the background 
check. 
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