Hiring Manager FAQs for CBC Process – HireRight

How will a finalist be notified that a CBC must be authorized online?



For jobs posted in eRecruit the finalist will receive an email from HireRight, after the Hiring Manager sets up the
individual for a Pre-employment Check in eRecruit.
For jobs not recorded in eRecruit, the department will need to provide the finalist with a Candidate Instruction
letter, to explain the process and provide the secure website link.

Who is considered a final candidate?
Applicants who have accepted an approved offer are finalists. The CBC is not an applicant screening tool.

Do we need to run CBCs on student titles?
No, HRS does not run CBCs on student titles. See link for a list of student titles:
http://www.umsystem.edu/ums/rules/hrm/hr200/hr204

How do I know if my final candidate needs a CBC?
Please view the CBC guidelines located under the Policies and Procedures tab on the HRS website:
https://hrs.missouri.edu/policies-and-procedures/hiring-and-employment/criminal-background-check

The department has recruited for a part time job that was not posted in eRecruit. What do we
enter in the “JobID” field of the Candidate Instruction form?
Please enter “NA” in the JobID field for positions not posted in eRecruit. The finalist will be required to enter something
in that field on the HireRight website.

How will I find out the results of the CBC?
HRS will email you when the CBC results have been reviewed. You will be notified if the finalist is eligible for hire or is
disqualified due to the results of the CBC report.

Will the detailed report of the CBC be shared with me?
No. However, if the report includes convictions, your HR Professional may contact you for additional information
regarding the nature/details of the position.

What is the turn-around time for getting the CBC results?
Typically, results are returned in 3 business days. Certain factors may extend that time.

How does MU obtain criminal background information?
The University contracts with HireRight, Inc. to search databases using on the personal information finalists provide in
the online profile (e.g. SSN, driver’s license number, birthdate, etc.)

How will I know that my final candidate has entered his/her information into the online CBC
system?
If the request was set up by you in eRecruit, you will be able to view the status change from Requested to In Progress.

If my final candidate does not have access to a computer, how can he/she complete the online
CBC process?

HRS has computers that final candidates may use to complete the online process. If possible, you may also allow your
candidate to use a computer in your department.

Will the final candidate know when he/she has successfully submitted a request?
The finalist will see an Order Confirmation and be given a tracking number for reference when they complete the
required information and authorize the check.

If my final candidate is disqualified due to CBC results, who will communicate that information
to the candidate?
HRS will send an email to the Hiring Manager. The department is responsible for contacting the finalist to withdraw the
offer. The finalist will receive a letter from HireRight regarding his/her ineligibility for hire.

What computer requirements are needed to successfully complete the online CBC profile?
System Platform
For best results, HireRight recommends computers used for the HireRight Enterprise Solution meet the following
minimum system requirements:
Minimum System
Requirements
Operating Systems

Processors

Windows

Macintosh



Microsoft Windows 98



Apple Mac OS X 10.4 (Tiger)



Microsoft Windows ME



Apple Mac OS X 10.5 (Leopard)



Microsoft Windows 2000



Microsoft Windows XP



Microsoft Windows Vista



Microsoft Windows 7



Intel Pentium 1GHz or faster
processor (or equivalent)



PowerPC G4 1GHz or faster
processor



Intel Core 1GHz or faster
processor

Memory



512MB of RAM or more

Display



1024x768 resolution or greater



Thousands of colors (16 bit mode) or more



Microsoft Internet Explorer 6 or
later



Mozilla Firefox 1.5 or later



Safari 3.2 or later



Google Chrome 12 or later



Any Broadband Business Class Internet Connection 1.5Mbps or higher. Such
as DSL, ADSL, T1/T3, Business Class Cable.

Internet Browsers

Internet Connectivity



Mozilla Firefox 1.5 or later



Safari 3.2 or later

