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Technical Tips for HireRight Applicant Form 
 

Tip 1: Check your Internet browser prior to starting 

Below are the supported web browsers for the HireRight web application. You will not be able to complete 

your background check form unless you have an accepted version of the browser.  

Web Browser Firefox Safari Chrome Internet Explorer 

Version V44+ V9+ V48+ V9+ 

 

Below are instructions on how to check your computer to see which browser you have installed; if 

necessary, you may need to install a different browser before proceeding to HireRight.com. This website 

is not compatible with Internet Explorer 10. 

Open your browser. The tool bar will reflect a Help tab in the upper left corner or a Menu icon in the 

upper right corner of the screen. Click on Help and a text box opens. In the below example, click on 

About Google Chrome to view the browser version. 

 

 

  

When you click on About Google 

Chrome, a box opens and identified the 

version of your browser. In this example, 

the version of Chrome is 75.0.3770.100.  

Anything greater than 49 is supported.  So 

75.0.3770.100 is supported. 
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Tip 2: Moving between pages 

Note: Do not use the web browser back button on the upper left corner of the screen; you will be 

kicked out of the form. At the bottom of each page is a link in Blue that reads  PREVIOUS, click on  

PREVIOUS to go back to the previous screen and click NEXT to process forward.  

 

 

 

 

 

 

Contact Information: 

If you have any problems with the HireRight forms, please use the following HireRight customer 

service numbers: 

Asia Pacific Customer Service:  Monday from 8:00am HKT - Saturday 10:00am HKT 

• China - North 4001200871 

• China - South 4001200871 

• Malaysia 1800 818 441 or 1800 818 024 

• E-mail:  customerserviceapac@hireright.com  

 

India Customer Service:  Monday to Friday from 9 am – 6 pm IST 

• 000 800 852 3035 

• 000 800 001 6764 

• E-mail:  customerserviceindia@hireright.com 

 

Contact at Dell Technologies: 

If you are having difficulty completing the HireRight Application process or have any questions regarding 

Dell’s background check screening process, please email the Dell Onboarding Team at 

APJ_Onboarding@dell.com. 

 

 

 

 

 

Click on NEXT to move 

forward a page 
Click on  PREVIOUS to 

move back a page 

mailto:customerserviceapac@hireright.com
mailto:customerserviceindia@hireright.com
mailto:APJ_Onboarding@dell.com
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Login to HireRight’s secure website: 

To access HireRight’s secure website, use the link provided to you in the ‘Dell Technologies Background 

Check Instructions’ email from HireRight Customer Support.  You will be prompted to create a password 

and will have the option to subscribe to text messages for notifications and password resets.   

 

 

Click ‘Next’ to complete your account set up.  

You might be logged out if the page is proceeding for long time. Please remember your 

credentials to log in again. 

 

 

 

Create and confirm your 

personal password. 

If you choose to receive 

text messages, please 

select the applicable 

Country Code for your 

mobile number within the 

dropdown menu. 

Click the Language dropdown menu 

to change HireRight’s Applicant 

Center tool from English to a 

different language.  

Please note that once you toggle to 

a different language and move onto 

the next page, you will not be able 

to toggle back to English. 
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Background Verification Instructions: 

Review the Background Verification Instructions and Additional Instructions.  Please note that you could 

change the language for the Form Instructions on the upper right side of the page.  Please note that once 

you toggle to a different language and move onto the next page, you will not be able to toggle back to 

English.  

  

Click “Start Form” at 

the bottom to progress 

to the next page. 
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The Applicant Data Form will provide HireRight with the necessary information to verify education (if 

applicable), employment (if applicable) and check for a criminal background.  

Please fill this out carefully so the process will move quickly. If you have any questions or need 

assistance with the form, call HireRight Customer Service or email the Dell Onboarding Team.  

All fields with a red asterisk (*) must be completed.  

Page 1: Review the notification 

 

Close the pop-up 

window once 

you’ve reviewed or 

downloaded the 

standard consent 

document in an 

alternate language. 

 

 

Scroll down to review 

and click ‘Proceed’. 

 

If you would like to 

review or download 

the consent form in 

a different 

language, click the 

‘Select language’ 

dropdown menu. 

For any questions relating to 

the screening process or 

filling out this application 

form, please contact the Dell 

Onboarding team at 

APJ_Onboarding@dell.com.  

mailto:APJ_Onboarding@dell.com
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Page 2: Personal Information 

Please ensure that your name is entered exactly as printed on your government-issued identification (ID) 

document such as your Passport, Driver’s License or National Identification Document.   

 

 

 

 

 

 

Enter your legal First 

Name. 

If you do not have a 

Legal Middle Name, 

check the box “I certify 

that I do not have a 

middle name”. 

Enter your legal Last 

Name. 

 

Once done reviewing/editing, 

check the box that reads “I 

certify this is my legal name”. 

Note: The name provided 

should be the same as the 

one on your passport/ID card. 
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Please select the 

applicable Country 

Code for your 

contact phone 

number within the 

dropdown menu. 

Click Save and then NEXT 

to move to the next page. 

Make sure to provide 

your complete current 

address per your 

ID/Proofs and the 

month / year you 

started living at this 

address. This will 

help us process the 

background check 

without any delay. 
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Page 3: Education Information 

Please only provide your highest education completed/achieved.  Please do not list industry-specific 

licenses such as: ICMR, CA (Chartered Accounting), real estate, PHR, SPHR, corporate trainings, etc.  

We will require a copy of your degree to confirm your background history, please have that readily 

available.  In case you have recently completed your degree and are awaiting your degree certificate, 

please choose “Yes” for the ‘Did you complete your Degree/Qualification’ question and “No” for the ‘Do 

you have a physical copy of the Degree/Qualification Certificate’ in the Education section.  In addition, 

update the expected date of degree certificate receipt in “Expected Date of Receiving 

Degree/Qualification”. 

 

Only check this box if you have not 

received a degree/diploma (i.e., you 

have not received a GED, High School 

diploma or college degree/diploma). 

College Hires Scenario 1: If 

you have completed your final 

exams and have not yet 

physically received your 

certificate/diploma, select 

“Yes” for the ‘Did you complete 

your Degree/Qualification’ 

question and “No” for the ‘Do 

you have a physical copy of 

the Degree/Qualification 

Certificate’ question.   

Please note that you will also 

be required to provide the date 

(Month and Year) of when you 

expect to obtain receipt of the 

degree certificate under the 

“Expected Date of Receiving 

Degree/Qualification” section. 
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College Hires Scenario 2: If 

you have completed your final 

exams and have physically 

received your 

certificate/diploma, select 

“Yes” for the ‘Did you complete 

your Degree/Qualification’ 

question and “Yes” for the ‘Do 

you have a physical copy of 

the Degree/Qualification 

Certificate’ question.   

Please note that you will also 

be required to provide the date 

(Month and Year) of when you 

physically obtained receipt of 

the degree certificate under 

the “Date Degree/Qualification 

Received” section. 

Only check this box if you have not 

received a degree/diploma (i.e., you 

have not received a GED, High School 

diploma or college degree/diploma). 
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Click Save and then NEXT to 

move to the next page. 

If your certificate/diploma 

lists a different name than 

what you listed on the 

Personal Information page 

of this Application, select 

“Yes”, and provide the First 

Name, Middle Name (if 

applicable) and Last Name 

as noted on your 

certificate/diploma. 

HireRight is only required to verify your highest 

completed education degree/qualification 

certificate. If you accidentally select to add 

previous education history, you can select the 

boxes provided below. 
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Page 4: Employment History 

You will be prompted to enter your current employer or most recent employer if not currently employed.  

 

If your current employer does 

not issue your paycheck, 

please input the company that 

does issue your paycheck.  For 

example, if you are currently a 

Dell Contractor being converted 

to a full-time Dell employee, 

you should list the name of the 

company for whom you are 

contracting under. 

Only check this box if you are 

not currently employed. 

HireRight is only required to verify 

your current (or most recent) 

employer. If you accidentally select 

to add another current employer 

and/or a previous employer, you can 

select the boxes provided below. 

Click Save and then NEXT 

to move to the next page. 
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 Click Save and then NEXT 

to move to the next page. 

If while working with this 

employer, you had a 

different legal name than 

what you listed on the 

Personal Information 

page of this Application, 

select “Yes”, and provide 

the First Name, Middle 

Name (if applicable) and 

Last Name you used while 

working with this employer. 

Only check these boxes if you 

are not currently employed. 

Select “Add a Previous Employer” if 

you are not currently employed and 

have a previous employer to report. 

Please provide your last official job 

title, which should be the one in 

your employer’s HR system. 

If your last employer did not 

issue your paycheck, please 

input the company that did issue 

your paycheck.  For example, if 

you were a Dell Contractor and 

are returning to work with Dell as 

a full-time Dell employee, you 

should list the name of the 

company for whom you were 

contracting under. 

 

HireRight is only required to verify 

your current or most recent 

employer if not currently employed. 

If you accidentally select to add 

another previous employer, you 

can select these boxes to close out 

of the additional Previous 

Employer section. 
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Page 5: For Global ID Check 

For India 

 

 

 

 

Make sure to upload the front 

and back copy of your 

Government issued Photo ID 
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For other APJ Countries  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Save and then NEXT to 

move to the next page. 

Make sure to 

upload the front 

and back copy of 

your Passport copy 

if you have one. 

IMPORTANT: If you do not have a 

passport, please choose “I do not have an 

unexpired government issued passport” 

and when prompted choose to upload 

Identity card-IC copy  
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For China 

 

 

 

 

 

 

 

If you do not have a passport, 

make sure to upload the front 

and back copy of your 

Government issued Photo ID 

Click Save and then NEXT to 

move to the next page. 
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For Japan 

 

 

 

 

 

 

 

 

 

 

 

 

  

Please upload ONLY 

government issued passport. 

Not National ID. 

 

 

Click Save and then NEXT 

to move to the next page. 
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Page 6: Review Your Information 

You will be prompted to carefully review the information you entered. 

 

 

Click Save and then NEXT 

to move to the next page. 

Should you need to edit 

any information, click on 

 PREVIOUS to go back 

page by page. 
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Page 7: Screening Disclosure and Authorization 

You will be prompted to review the screening disclosures and authorization. 

 

After you read the Disclosure 

and Authorization, 

electronically sign.  

Check both boxes and click 

on Accept & Submit  
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  Page 8: Other Required Information 

You may be prompted to provide additional information to be able to successfully process your 

background check. 

 

Example 1: 

  

Should you be 

prompted to provide 

additional 

documentation, click 

Upload File to 

upload the required 

documentation. Should you need more time to 

find the required 

documentation, click here.   

Please note that the 

processing of your background 

check will be delayed until you 

login again to upload the 

required documentation. 

Click Submit to submit your 

information to HireRight. 
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Examples 2: 

 

 

Example 3: 

 

Should you be prompted to 

provide your Professional 

Regulation Commission (PRC) ID 

number and your name in Chinese 

characters, please provide it here 

and then click Submit. 

Should you be prompted to provide 

your name in Chinese characters, 

please provide it here and then 

click Submit. 
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Example 4:  

  

Should you be prompted to provide 

your name in Kanji or Katakana 

characters, please provide it here 

and then click Submit. 
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Final Steps 

After you have read and signed the required ‘Background Screening Disclosures and Authorizations’ 

forms and have hit Submit, you will be brought to the confirmation page below. 

Please review this page.  If you scroll halfway down this page and see a section with the heading of “We 

need the following information from you to proceed”, please upload that documentation as soon as 

possible so as not to delay the processing of your background check. 

 

 

Once you are ready to 

upload the requested 

Employment 

documentation (as an 

example), click on this 

hyperlink to upload the 

required document(s) and 

follow the pop-up window 

prompts. 

Once you are ready to 

upload the requested 

Education 

documentation (as an 

example), click on this 

hyperlink to upload the 

required document(s) 

and follow the pop-up 

window prompts. 
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Your data has already been 

submitted to HireRight for 

processing at this point.  

Should you click “Yes”, your 

personal information will not 

be lost.  However, you will not 

be able to return to this page. 

 


