
Ordering a background check on Acranet:  HIRING MANAGER/USER GUIDE 

Background checks are a mandatory step in our pre-employment process, and are completed for every 

candidate after he/she is deemed qualified for the role and before an employment offer is extended.  

Candidates are to complete and provide to the hiring manager the A4 and SSA89 Forms (both pages).  

All three pages are required to submit the background check order.   

1. Please see example of how the documents should be completed by the applicants – SSA is very 

specific to details on what they will accept on a document. 

 

 

 

 

 

 

 



2. Log in to Acranet:  https://acranetemployment.instascreen.net/sso/login.taz   

 

NOTE: IF YOU FORGET YOUR LOGIN, EMAIL RECRUITER AND HE/SHE WILL RESET 

 

 

 

 

 

 

 

3. Hover mouse over Order and select New order: 

 

 

 

https://acranetemployment.instascreen.net/sso/login.taz


4. Leave everything that has been checked by default.  Scroll down and select a requester.  This will be 

the manager (or your name.) Select Next.  

5. Fill in the required information for the candidate.  You may also fill in the other sections to provide 

more information on this candidate.  Select next.  

 

  



6. Type in the current address and the previous address if provided.  

 

7.  Use the copy machine to scan the SSA89 and authorization forms to your email. You will need to 

submit it in the next step. 

IMPORTANT: MAKE SURE CANDIDATE IS USING THE MOST UPDATED SSA89 

FORM AND ARE HAND WRITING THEIR SIGNATURE.  AN ELECTRONIC SIGNATURE 

WILL NOT BE ACCEPTED!  

 

8. Select choose file and upload the SSA89&Authorization forms  

 

  



9. Click on Complete Order to finish ordering this background check.  

10.  Background checks usually take 2-3 business days to complete, sometimes longer, depending on the 

previous address history of the applicant.  HR will notify the HR Manager of the background check result 

once it is returned. No employment offers or new hire paperwork should be completed until HR sends 

the results email.    

 


