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Home Screen Overview - Client Dashboard
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Home Screen Overview - Client Dashboard

“My Profile”
- My Profile allows you to customize settings, modify 

your preferences, change your password, set up multi-
factor authentication, and add/change your security 
questions.
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Client Dashboard – “Order”

“Order” is the tab where you will: 
- Place new orders (Applicant Invite or Manually Enter an 

Order)
- Resend applicant invites
- Edit applicant email addresses
- Monitor missing data/incomplete orders**
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1. Hover over “Order”; Click on “New Order”.
2. Select the “Product for Order”.
3. Choose “Requestor” (by default, it will be the user entering the order) and then “Quick App” (to 

invite) or “Next” (to manually process). 
4.   Read Certification language and click on “Accept Terms”.
5.   Complete required details for applicant and click “Send” (click Send & Next if you have multiple 
orders to enter).

“Order” – New Order

1 2 3 4
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“Order” – Applicant Pending

1. This order will now be available in “Applicant Pending” until the applicant completes their portion of the data 
entry and document uploads.

2. From this area you may resend an invite or edit an applicant’s email address if needed
a. Select all applicants or just the one you’d like to resend
b. Click on “Resend Invitation”
c. You may also view the number of communication attempts that have been made as well as the last attempt 

date
d. Edit applicant’s email by clicking on green icon
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Client Dashboard – “Reports”

“Reports” is the tab where you will: 
- Monitor Pending Reports
- View Completed Reports (Company-Wide 90-Day History – Completed Reports)
- Manage the Disclosure and Recheck Queues
- Under “Find” you can view past reports in Last Reports (All reports requested by user – all 

statuses ) as well as conduct Advanced Searches based on permission settings
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To monitor orders that are In Progress:
1. Hover over Reports

a. Then click Pending Reports
2. You may click on one of the following 

to view the report progress
b. Applicant Name
c. File #

“Reports” – Monitoring Pending Reports
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 “VIEW” to view the detailed results 
and report notes 

“Reports” – View Results 

This is where any report 
notes will show.
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“Reports” – View Results 

PreTrax may frequently put “Alerts” on a 
component to draw your attention to 
the content.
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Client Dashboard – “Admin”

“Admin” is the tab where you will: 
- Manage Client – manage users and permissions, linked accounts
- Manage QuickApp – view and manage Message and Form sets
- View Invoices
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“Admin” – Manage Client

Admin Tab:
1. “Clients” – Manage Client

a. Users – Manage Users – add, edit, delete
• When a user is no longer active, it is 

important to remember to delete the 
user from the system. 

• This tab is also used for adding users to 
the system who are new to the team!

b. Fees – view Fee Tables
c. Billing – update your billing information
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“Admin” – Manage Client
Admin Tab:
2. “Products” – Manage QuickApp

d. Message Sets – Preview the email communications 
that the applicant will receive.

e. Form Sets – View what the applicant will be asked 
to review and sign (Disclosures, Notices and 
Authorization) Preview, print or email disclosures and 
acknowledgements
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“Admin” – Manage Client

Admin Tab:
3. “Billing” – View Invoices

f. View – select invoices to view
g. Print – select invoices to print
h. Export – select invoices to export
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“Admin” – View Invoices
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Applicant Experience
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Improved Applicant Experience – Invite and Welcome Page

 Applicant will receive an email and/or text 
message with a link to the applicant portal

 Once they select “Click here to begin” they 
will be taken to the data entry/applicant 
portal page
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Applicant Experience – Authorization, Notices and Acknowledgements
1. ESIGN Act Disclosure and Consent
2. Applicable Jurisdictions – this allows us to provide dynamic documentation 

for applicable states/cities/etc.
3. Sample Notice
4. Sample Applicable Jurisdictional Notices/Acknowledgements
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Applicant Experience – Authorization, Notices and Acknowledgements

1. Sample Disclosure Acknowledgement
2. Summary of Rights - FCRA
3. Data entry – will vary depending on 

product ordered
4. Summary of data entry
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Applicant Experience – Submission confirmation page
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Applicant Experience – Applicant Portal

The applicant portal 
allows the applicant to 
check on the status of 

their background 
check!
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Applicant Portal and Internal Messaging

Applicants can 
send a message 
directly to a 
PreTrax 
representative if 
they have a 
question or 
request through 
the message 
board on the 
Applicant Portal.
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PreTrax Contact Information

Please feel free to contact us with any questions.

PreTrax Headquarters
10 Center Street 

Chagrin Falls, OH 44022
440.247.1600

orders@pretrax.com

We look forward to working with you!
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