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Background Check Ordering  
In 6 Easy Steps 

 

 

 

Important:  Please insure that you have obtained a signed “Consent and Disclosure” 
form and a signed “State of Nevada Release” form from your applicant before ordering 
a background check.  The “State of Nevada Release” form must be faxed to MCSS at 
775-827-0999 or uploaded directly into the order system before we can order Nevada 
Criminal record searches from the State Department of Public Safety.  Copies of the 
forms can be downloaded from www.mcssltd.com under the Background Investigations 
link. 

 

 

 

 

 

 

 

http://www.mcssltd.com/
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Ordering a Background Check                  
Step 1 – Go to https://www.mcss.certifiedscreen.com , login and and Click 
“Create New Profile” 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Create New 
Profile 

https://www.mcss.certifiedscreen.com/
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Step 2 – Enter Applicant Information 
 
Enter First Name, Last Name, DOB, and Social Security Number.  If you are 
ordering a credit report, you must also enter a physical address.  Click “Next” 
                     

        

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 Next 
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Optional STEP 3 –  Add Alias Names and/or Additional Addresses  

- You can click the “Other Names” tab to add any maiden or alias name 
information.     

- You can click the “Other Addresses” tab to enter additional address information.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Other 
Names Tab 

Other 
Addresses 
Tab 
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STEP 4 – Select  Background Check Services to Run on Your Applicant 

Click the ‘Add/Edit Orders’ tab.  The ordering system will automatically select the 
“SSN/National County Criminal Database search for a basic background check.  It will 
also automatically select counties and the Nevada statewide criminal search depending 
on address history found after you submit the order.   

Now is the time to add any additional services you desire.  Click the “Add Service” tab 

 

. 

 

 

 

 

 

Add/Edit Orders Tab 
Add Service Tab 
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- Select any additional services you want to order for this applicant and click 
“Save” 
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Enter any additional information needed to complete the order item, (i.e., employer 
information for Employment Verification, school information for Education Verification, 
county information if search individual county courts, etc.) 
 

- Order items ready to be submitted have a green circle  (      ) icon  on the left of 
the item. 

 
- Order items needing additional information will have a   (      ) icon on the left of 

the item. 
 

- To add the required information, click the  (     )  icon on the right of the item. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This symbol  
means the 
order item 
needs more 
information 
before 
submitting  the 
order.  

Click this 
symbol to 
enter the 
required 
additional 
information. 

The green 
circle means 
the order item 
is ready to 
submit. 
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STEP 5 – Fax the State of Nevada Release form to MCSS at 775-827-0999, or scan 
and upload directly into the order screen. 

 

 

 

 

 

 

Click here and upload 
State of Nevada 
Release form. 



MCSS Background Investigation Services                                             Revised 03/05/2011 
 

 

9 

 

STEP 6 – Submit Your Background Check Order 

Once all the ordered services have been filled in and you have green circles, click 
“Finish/Submit”, or click “Close Profile” if you want to save the order and finish it later. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Finish/Submit 
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Retrieving Completed Orders, Saved Draft Orders, and Checking In-Progress 
Order 

You can see your list of in completed orders.  You can also review your in-progress 
orders and see new information as it is added by MCSS, Ltd. staff.   

- Click, View All Profiles.  

- Then, you can click “In Progress” to see the status of profile reports being worked 
on and how much has been completed.   Your completed profile reports are also 
listed and can be viewed or printed by clicking the profile report number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “In 
progress” to 
bring up in-
progress 
orders for your 
review 

Click 
“Complete” to 
bring up 
completed 
orders.   

Click, “View All 
Profiles” 
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Logging Out 

When logging out of MCSS, Ltd., click the “Logout” link.  Do not click the (x) in the upper 
right hand corner of your browser without logging out first. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Don’t logout by 
simply closing 
your browser 
without logging 
out first!! 

Click 
Logout 


