Background Checks through Clearstar:
Step 1: 
Log into Clearstar. If you do not have login information, please contact: connect@clearstar.net
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Step 2:
You will need to hover over create. 
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Step 3: 
Under Create, click “An Applicant Request”. 
[image: Graphical user interface, application, Word

Description automatically generated] 








Step 4:
Fill out the form and select which background check you would like Clearstar to perform. (They are labeled the same as NEOGOV.) ***ACCOUNTING CODE IS REQUIRED FOR BILLING.*** 
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Step 5: 
A background check authorization form has been sent to the candidate to fill out. Once the candidate fills out the authorization form, the background check will start. 
Step 6:
Once completed, you will receive a notification stating the background check has been completed. 
Additional Information: 
If the candidate selects a non-electronic signature for authorization of background check, Clearstar will not perform the background until the authorization form has been uploaded. You will need to print the release form, have the candidate sign it, and upload it to the candidate’s profile.
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Fillin the below fields and click on send button to automate sending the applicant an e-mail with the URL of the login page for applicant entry.

Selected customer | Travis County (SLRT_11030)

Applicant Detalls

First Name Middle Name

I First Name Middle Name

Suffix Country

Suffix UsA

Position Accounting Code

Position Please Select.

Job State Job City

I Please Select. Please Select

Packages and Services At feast one Peckage or Service i required

A. Pre- Employment Screening Package
- County Court Criminal Record Check
- Streamiine National Criminal All Names

B. Licensing-Employee Monitoring
- County Court Criminal Record Check

Batch Import

NO

Last Name

I Last Name

Email

I Email

Phone

(i) e

Send Text | NO

18 Services/Packages





