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Step 1 

Website Login 
 

Direct Access  
 

 
 

Indirect Access 
 

 

 

 

Direct Access 
 With this method, saving the link as a favorite gives easy accessibility. 

URL: https://frs.eidebailly.com/escreening/loginentrance.asp 
 

Directions: This is where you enter your User ID and password. 

 

 

Indirect Access 
Access can also be found at the Eide Bailly website.  

URL: www.eidebailly.com 

 

Directions:  

• On the right side you will see the Login, click the -Choose a Service drop list. 

• Select Forensics Services | Background Portal from the drop down list. 

• When you select this link, it will take you to the same page as above and you will enter your 

user ID and Password. 
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Step 2 

Getting to Know the Main Screen 
 
What the Main Screen Looks Like 
 

 

 
Tabs  

Home: Takes you back to the Login Screen. 

Admin: Currently not an active tab. 

Request: Used to enter requests. 

Results: Allows you to view the results. 

Status: Find the status of your requests. 

Logout: Select each time you leave the site. 

 

Left Menu 
View Messages: Allows you to see if any messages are posted. 

Result Quick-Search: Allows you to search for a specific candidate. 
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Step 3 

Submitting a Request 
 
Select the Request tab—you will then see the below screen.   
 

 

Enter the information into the fields from the signed release form. 

• Applicant Information is the information the applicant has provided on the release form. The Alias section 

allows you to enter any former last names or AKA names to be searched. It is very important that your 

applicant is filling out the Release Form completely to ensure that all names are searched. 

• Additional Information is a place to reference things such as position applying for. If more than one person is 

making requests, then enter your name. There is also a field to enter any special instructions in regards to your 

request. 
  

Once the information has been entered, you then will make your selections on the right side in the “Select Searches” 

to be performed.  

 

Once the selections have been made, then select “Continue” on the bottom of the screen or the “Enter Search 

Request Details Tab” on the top of the page. 

 

If you would like our background specialists to make the relevant criminal selections do not select Criminal Court 

Searches. 

 

If you are unsure of which selections you have requested in the past an email request for that information can be sent  
to backgrounds@eidebailly.com. 
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Step 3 

Submitting a Request (continued) 
 

 

Enter the information into the Motor Vehicle Records field and select Save.  
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Step 3 

Submitting a Request (continued) 
 

 

If you have opted to have a background specialist choose your criminal searches this step will be eliminated. 
 

For a Criminal request, use the blue box on the right side to enter in the zip code. Use the information found on page 

nine that identifies which is a State/County search and then either accept the county or use the drop down box under 

County/Jurisdiction to select Statewide. After the requests have been added, select “Add Searches to Order”. 

 

One Criminal search is included in each Level of Background. The additional costs are provided in the brochure. 
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Step 3 

Submitting a Request (continued) 
 

 

At this point you will need to upload your Release Form and Application/Resume. Only one upload is allowed, so 

make sure that all of the documents are scanned together as one file. 
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Step 3 

Submitting a Request (continued) 
 

 

Select Browse and attach the appropriate file to the request. This must be done before we can process your 

request. Requests without release forms will not be processed. 

 

At this point the request is almost complete. Finally, select Agree and Submit Order. Congratulations, the request 
has been completed! 

 

Other Searches 
 

• Employment verification will require a location and phone number if it has not been provided; the Google icon 

can be selected to search for the phone number. 

 

• Education verification will require a campus location. 
 

• Reference verifications require names and phone numbers and/or email addresses. 

 

• Credit or Social Trace are automatic and require no other information. 

 

• Professional License verification requires license type, state issued, license number and, if they provided, date 

issued. 
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Step 4 

Retrieving Results 
 

 

To check the status of requests, log into the website and select “View Results.” If the applicant is listed it can be 

printed by selecting “View”. If the subject is not listed, then select the “Click Here” button in the green pending 

status box. This page will list all pending requests.  
 

To view archived results, select the “Archived Results,” than select the appropriate record. 
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Criminal Search Reference Page 
 
What to Request for Criminal? 
 
This is a list of what to request for each state. 

 

 

State Searches 
Colorado 

Georgia 

Iowa 

Florida 

Kansas 
Michigan 

Minnesota 

Missouri 

Montana 

Nebraska 

New Jersey 

New York 

North Dakota 

South Dakota 

Texas 

Washington 
Wisconsin 

 

 

County Searches 
Alabama 

Alaska 

Arkansas 

Arizona 

California 
Connecticut 

Delaware 

District of Columbia 

Hawaii 

Idaho 

Illinois 

Indiana 

Kentucky 

Louisiana 

Maine 

Maryland 
Massachusetts 

Mississippi 

Nevada 

New Hampshire 

New Mexico 

North Carolina 

Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Rhode Island 

South Carolina 
Tennessee 

Utah 

Vermont 

Virginia 

West Virginia 

Wyoming 
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