
 

SSC Swifthire 1.0 Overview 
 

SwiftHire is an optional account tool, where the applicant can complete the data entry necessary to 
conduct the background check.  This is a great way to reduce the amount of time you spend processing a 

background check.  Below is a description of how the process works. 
 

Features of Swifthire: 
- Electronic disclosure & authorization process (with option to print) 
- Embedded compliance notices 
- Reduction of system user data entry 
- Ability to exchange required documentation 
- Customizable messages and reminders 

 
      How To Order: 

 To start, click on the ‘Order Reports’ tab 
 Skip create profile area and instead choose the SwiftHire option on the right side of the screen 

               
If this is your first time processing a SwiftHire request, please follow the SwiftHire Settings instructions to 

create your preferences. When completed click ‘Update”.  

 
 



 

 Next begin to create a SwiftHire request 
o Enter the applicant’s name, email address, and reference (if applicable). 
o You will also have to select a package to use for that particular applicant. If you have not set 

up packages, contact backgrounds@sscintel.com. 
o After all information is entered click ‘Submit’. 

                     
 

 You will then have to option to enter another applicant.  If you do not have any more applicants 
to enter, click on the ‘Report Management’ tab. 

o This will take you to a screen that shows you the applicants you have in progress. 
o To see SwiftHire applicants you will again need to click on the SwiftHire icon on the right of 

the screen (make sure you do this while in the ‘Report Management’ tab). 
 

                    
 



 

What the Applicant Will See 
 

 Applicant will then receive an email regarding their background 
 A link to the background check will be included at the bottom of the email that each applicant receives 
 Please note, that the information listed here is the SSC default template, this message can be 

modified to suit your company. 
 
 
 

        
 
 

 
Applicants will be guided to the landing page, explaining the background screening. You can repeat the same 
instructions as your email or create entirely different text.  This can be modified in the SwiftHire Settings. SSC 
recommends providing very specific instructions to reduce confusion and delays for the applicant.  
                 

 
 
 
 
 
 
 



 

 
 

 Applicants will review and electronically sign the disclosure and authorization form.  Federal and State 
compliance language is also inserted in this section (i.e., Summary of Rights Under the Fair Credit 
Reporting Act) 

   
 

 If enabled SSC can have personalized instructions pop up for a candidate to read and understand what 
required information may be needed in their order. 
 
 
 

               
 
 

 Candidates can also upload documents to the report during this process. 
 

 
 
 
 

  



 

 
 

 Applicant must then fill out each highlighted field pertaining to their background check. After each 
field is completed, applicant must click the save button. 

 
 

 If their responses have been accepted, the bar will turn green. When all the bars are green, they will 
submit the order.   

 
 When applicant receives message stating, “Request complete,” the background has successfully been 

accepted.  If you have your SwiftHire Setting as “without a review”, then the applicant’s information 
will go directly to SSC for processing. 
 

 
 



 

 

What You Will See 
 

 If you have your SwiftHire Setting as “with a review”, then the designated person will receive and email 
that an applicant has completed the request for information and is ready for review. 

 At any time, you can view the status of each report by logging in and clicking on the SwiftHire icon.  

 
 Then each applicant can be viewed individually by clicking the “review” button.  

 
 You have the option of adding or deleting search related information the applicant has entered.  When 

you are satisfied with the entry, you click Order.   

                 
Your request has now been sent to SSC for processing. You will notice on your home page that your SwiftHire 
number decreased and a new report has been put in progress.  There is no further distinction that your order 

was processed through SwiftHire. 
 


