
How to Order a Background Check (with Visuals) 
 

1. After logging in, access the Advanced Administrator Portal 
 

 
 

2. Click through the announcements page by selecting ‘Admin Portal’ 
 

 

 



3. In the Advanced Administrator Portal, click on ‘Manage Background Checks’ 
 

 
 

4. To place a new background check order, click the blue button that says ‘Order Manual 
Background Check’ 

 

 
  



5. First, enter the email address of the person who will be screened. They must already 
have a Praesidium account in order to place an order; if they’ve not been entered in yet, 
you will need to go back to the first screen and create an account for them. 

 

 
 

6. Select your screening package – read carefully because many packages have similar 
names but may include add-ons like MVR or Social Media. Be sure that you are clicking 
the correct option that includes add-ons if desired or does not include them if you are 
conducting only the criminal records screening. 
 
Once a package is selected, click the blue ‘Order Background Check’ button to the right. 
 

 
 
 


