
HireSafe Online Ordering Steps 
 

 Login to the InstaScreen Browser: https://hire-safe.instascreen.net 

 Password Reset – Login with the username and temporary password sent to you via email.  (Your 
temporary password is only valid for 90 days.) 

 Reset your temporary password. (Note:  Current password is your temporary password.) 
Click “Continue.” (If you are prompted for an authenticity code, check your email for this twelve digit 
code.)  

 

 
 

 
 
 
 
 

 Accept the Terms of Use by clicking the accept button. 
 

 InstaScreen Browser Opens to the HOME page.  
To place an order, click on the ORDER tab on the top toolbar.  
Select New Order. 
 

  Order Products by selecting your package.  (If you have more than one, select only one from the list 
provided.) 
 
 

 

 

 

 
 

 In the Select Searches for Order screen the searches that are included in that package are automatically 
pre-checked. If you want to add more searches, check the boxes that are not pre-selected. (Note:  
Additional costs will apply to all searches not included in your package.) 
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 Certification – The terms of use (Certification) will display.  Scroll down and click on Accept terms. 

 

 

 

 

 

 

 

 QuickApp Process – Our only option is for you to use our QuickApp process.  Scroll to the bottom of the 
Select Searches for Order screen and click the QuickApp. 

Click the green QuickApp button which will send an email to the applicant. 
 
 
 
Order entry screen: 
1 – Reference field (optional) 
2 – Last Name, First Name 
3 – Applicant’s email address 
4 – Applicant’s phone number (optional) 
5 – Your email address 
6 – Order Notes (optional)  
7 – Click Send & Next if you have multiple applicants to process.  OR click Send if no additional applicants. 

 
 
 
 

 
 
 

 

 

 

Client Support and Assistance 
Our Client Support Representatives are available Monday-Friday 8:30 AM-5:30 PM PST by calling 888-792-4473, or 
by emailing research@hiresafe.com.   
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