
 

How to Order Background Screens on the Quick Search 

(QS) Platform 

STEP 1 - Have you Applicant/Employee fill out the Disclosure (FCRA1) and Authorization 

(FCRA2) form. 

Our Sample FCRA forms are available on the Quick Search (QS) Home page under the ‘My Account> 

Profile> My Documents’ section. Please be advised that Disclosure/Authorization forms are an Employer’s 

prerogative, and you should consult your Legal team for more information. 

 

 

 
 

 
 
STEP 2 - Scan and save the form to your Desktop/Laptop etc before you are ready to order the 

background check on the QS platform. 



2 
 

STEP 3 - Log into the Quick Search platform using your User id and Password. 

 
The User id and Password are provided to you by our Account Provisioning team at the time of your 

account setup or user addition. You can either click on the Forgot Password option or contact our Customer 

Service team should you need help with resetting your password or need navigational assistance.  

 

 

Note: Your Password expires every 60 days and if you intend to add our website to your 

Bookmarks/Favorites then please ensure to remove it/add it again every 60 days as they may not have the 

latest security patches updated by QS. 

 
https://quickacquisition.screening.services/ 

 

 

 

 

STEP 4 – Click the Order Report option on the Quick Search Home Page. 
 

 

 

https://quickacquisition.screening.services/
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STEP 5 - Complete all the given fields (Full Name, Address, DOB, and SSN), then click on ‘Upload 

Document(s) for this Applicant’. 

 

STEP 6 – The Document Upload window will popup when you click on the Upload Document(s) 

for this Applicant hyperlink, this is where you would upload the Disclosure (FCRA1) & 

AuthorizationFCRA2) Form etc. 

 
1. Title would be labeled as Disclosure/Authorization etc.  

2. Info would be left blank. 

3. Click on Choose File to select the File (Disclosure/Authorization etc) of the Applicant from 

your Desktop/Laptop etc. 

4. Check the YES radio box on the *Is this a consent?  

5. Click on Save Document. Close window and return to your dashboard. 

 
Note:  The ‘Upload Document(s) for this Applicant’ hyperlink does NOT have an indicator of any documents 

uploaded to the order. Hence, please view the Current Documents section on the Document Upload 

Window for the uploaded documents by you. 
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STEP 7 – Getting ready to submit the Background Check Order. 
A. Check the Acknowledgement box that starts with “I hereby certify…” 

B. Select the correct background Package you wish to screen the Applicant with from the ‘Package 

Selection Drop Down’ and then click on the Select Button. 

C. Click on the ORDER button to place your background order. 

 

 
 

Your order has been placed! 

 
Note: The average turn-around time to receive a completed background check result is 3 business days. 

Please contact our Customer Service Team at 214-358-2880 Option 2 should you have any questions 

around the status of a background check or need assistance with navigation on the Quick Search platform. 

Thank you for choosing Quick Search! 

 

How to View a Background Search/Report & Understanding the 

Statuses 
 
Step 1: On the QS Home page, click on In Progress option or the Report Management tab. 
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Step 2: Click on the “In Progress” icon on the Home Screen or the “Report Management” tab to 
see a list of pending reports. 

 
Click on the subject’s name to see the detailed applicant view. 

 

 
 

 

 

View, Print, Archive, Email Reports 
Enter first or last name in Quick Find feature at top of screen and name will come up in report management 

window. Click on name, then click on view report options under DOB. Then click on option that you require. 

To copy a report to another system, use PRIMO PDF or similar PDF converter to create PDF of report. 

 

 

Generate Pre-Adverse or Adverse Action Letter   
Enter name in Quick Find feature and bring up name in “Report Management” tab, click on name, click on 

view report options.  Hit order more, go down to order individual searches under your package and hit 

submit, then choose pre-adverse or adverse action letter. The letter will be emailed to you or can be pulled 

up in the system. Copy letter and put on your company’s letterhead. 

 

On this screen, you can: 
 
1)  See the status of each part of the 
report: Completed searches are marked 
with a check mark. Searches with 
Records or Possible Records are marked 
with a yellow magnifying glass. If any 
notes from the researcher, including 
ETA’s, have been entered, they will be 
marked with the blue bubble and appear 
in the notes section at the bottom of the 
screen.  
 
2) Instant searches, and 99% of other 
searches, are completed in less than 72 
business hours.  You may check IN 
PROGRESS in the system to see reports 
that need completion. 
 
Once completed, the report is sent to the 
client. 
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Key Quick Search Contacts 
 

 

Contact Phone Email 

Customer Service Team 214-358-2880 Option 2 Customerservice@quicksi.com 

Accounting/Billing Team 214-358-2880 Option 4 Accounting@quicksi.com 

Account Manager: 
Shaikh Hussain 321-251-3032 - Direct Line Shussain@quicksi.com 

Background Check Disputes 214-358-2880 Option 5 Customerservice@quicksi.com 
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