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1 General information 
This User Guide is for the benefit of Zellis Background Checking (ZBC) clients who wish to use the ZBC 

system to undertake background checks on prospective or existing employees. These checks can either 

form part of a pre-employment screening procedure, in the case of an individual who is applying for a 

new position, or can be for existing employees in a company whose HR policies require regular 

screening checks on their members of staff. 

The Guide includes information on how to request new records, how to access the system and how to 

track applications that are already in progress. 

Individuals on whom these background checks need to be carried out should refer instead to the “ZBC 

User Guide for Applicants”, which gives further details on what information will be requested. 

For any general enquiries, you can contact the ZBC team on the telephone number or email address 

below. Our office is open during weekdays from 9am to 5:30pm. 

 

Tel  – 01733 588153 

Email  – backgroundchecking@zellis.com 

  

mailto:backgroundchecking@zellis.com
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2 Accessing ZBC online 

2.1 Login screen 

 

NB – save the web address https://backgroundchecking.zellis.com/bin/login.pl into your favourites 

folder for quicker access 

• Enter username and password 

• Click the Login button 

 

  

https://backgroundchecking.zellis.com/bin/login.pl
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2.2 Forgotten password 

If you have forgotten your password, you can click on the “forgotten password” link, as shown below: 

 

Complete the instructions on the following screen, and your new password will be emailed to you: 
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2.3 Main menu screen 

 

 

 

 

 

 

  

 

  
The progress page lists all the candidates currently being 

referenced here. 

• Applicant details: the candidate’s name 

• ID: the candidate reference number 

• Check type: a summary of the checks being carried out 

(eg “DBS” for a DBS check, “Empls” for employment 

references and so on) 

• Client: the client name 

• Status: the current status of the application 

The system displays all checks 

added in the past month as a 

default option. Select 

“Quarter” or “Year” to change 

the lookup period 

Click here to start a new 

candidate screening check 

The boxes summarise the 

totals describing the various 

stages reached during the 

checking process. Click on a 

box to select cases at a 

specific stage 
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2.4 Dashboard classification 

The six boxes shown on the main dashboard categorise the main stages that an application has 

reached: 

 

The definitions are classified accordingly: 

• Awaiting applicant: Login emails have been sent, but the individual has not yet started their 

data entry 

• Started by applicant: The applicant has started their data entry, but has not yet completed it 

• Deadline/OnHold: The data entry is still incomplete, and the case is within a week of 

approaching the 30-day deadline for completion. When this is reached, the application will be 

automatically cancelled unless the data entry is completed.  

Also included in this list are cases that have been placed “On Hold” as we are awaiting 

additional information from you before we can re-commence the referencing process 

• Awaiting references: Data entry has been submitted, but work has not yet started on 

processing the reference checks 

• Contacting referees: Work has now been started on contacting the individual’s previous 

employers, and on their other background checks 

• Checks completed: The background checks have been completed, and the final report has been 

sent  
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2.5 Starting a new check 

 

 

 

Click on “Start new check” to begin the process of checking a new individual 

 

To prevent duplication of records on the system, a warning message will be displayed if an individual 

with the same name has been entered onto the system in the past five days. Click the box to indicate 

that this is not a duplicate record each time it appears: 
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You will see the following screen. Mandatory fields are indicated with a red asterisk (*). Once 

completed, click “Next” at the bottom of the page. 

 

 
 

  

Why do we ask for this 

information? 

• Email address – ZBC sends a login 

invitation to the individual’s email 

address, to enable them to 

complete address details, 

employment history etc 

• Mobile phone number – 

individuals who do not complete 

their data after 3 days will be sent 

a text to remind them 

• Job Reference – a job title or 

internal reference number can 

help you match  to the records on 

your HR system. This will also 

appear on your invoice file 

• Cost Centre – for your own 

internal billing purposes, if the 

invoice needs to be cross-charged 

to a certain area of your business 

• HR Consultant – enter the name 

or email address of the recruiter in 

your organisation, for your own 

internal purposes 



 

 

 

 

ZELLIS BACKGROUND CHECKING.  PAGE 10 OF 28 

 

  

COMPANY AND CUSTOMER CONFIDENTIAL 

2.6 Select the checks you want carried out on the individual.  

When your selection is complete, press “Create check”, or, if you have the individual’s CV to hand and 

wish to complete their details on their behalf, tick the appropriate box. You will need to confirm that 

you have received the applicant’s consent to complete the reference checks. Note that utilising this 

option means the system will not subsequently ask for the candidate to sign an onscreen consent form, 

which may cause delays in obtaining any employment references you may require. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.6.1 Commonly-selected checks – Applicant History References 

 

 

  

 

 

The system is configured so that you can specify 

how many years’ worth of employment history 

needs to be checked. This may include periods of 

time spent in education, on benefit or gaps 

between jobs. 

You should select the number of years’ worth of 

employment references which are required. 

The individual being checked will be asked to 

provide as many references as are necessary (in 

reverse chronological order) until they have 

reached the stated amount of years’ worth. If 

there is a significant gap between successive 

periods of employment, the system will prompt 

the individual to provide full details of any gaps 

in employment. 

A full description of the data entry requirements 

will be provided in a subsequent section of this 

document. 
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2.6.2 Commonly-selected checks – Basic DBS Check 

 

  
Criminal Record checks fall into three 

categories: 

• Basic 

• Standard  

• Enhanced 

ZBC uses an XML link with the DBS to request, 

and receive, the results of Disclosure checks. 

Most of the information needed to process a 

DBS check will be supplied by the individual 

when completing their data entry.  

However, there are some details which you 

will need to complete when starting a check, 

as shown in the diagram. 

You must indicate which documentation you 

have seen that verifies the identity of the 

individual and give the name of the person 

who has checked it, as this information is 

required by the DBS before they can process 

the background check. 
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2.6.3 Commonly-selected checks – Standard and Enhanced DBS Checks 

  

  
While any UK resident is entitled to have a 

Basic Criminal record check carried out on 

them, by law, only individuals in certain roles 

are permitted to have Standard or Enhanced 

Criminal Record checks carried out on them.  

When selecting either a Standard or 

Enhanced check, therefore, it is necessary to 

supply certain information as shown, to 

ascertain the individual’s eligibility for the 

requested level of Disclosure. If they do not 

meet the criteria, you will be unable to 

conduct the check. 

Standard and Enhanced Criminal record 

checks require certain items of supporting 

documentation to verify the applicant’s 

identity and current address. You will need to 

upload these items onto the ZBC system, so 

that we can ascertain the applicant’s 

credentials before carrying out the check. 

The requirements for supporting 

documentation for Standard and Enhanced 

DBS checks is listed in a later section of this 

document. 
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2.6.4 Commonly-selected checks – Digital Right To Work Check 

 

  

 

ZBC partners with TrustID to carry out 

digital Right To Work checks on 

individuals. 

In order to select this type of check, you 

will need to ensure that both boxes are 

ticked as indicated in the diagram. 

Note that applicants undergoing this 

check will have to access the TrustID 

system by visiting the link that ZBC 

provides, scanning the resultant QR 

code, and then uploading their in-date 

UK or Irish passport on the TrustID site, 

using their mobile phone.  

After completing the upload, they will 

then need to return to the ZBC system to 

complete the rest of their data entry. 



 

 

 

 

ZELLIS BACKGROUND CHECKING.  PAGE 14 OF 28 

 

  

COMPANY AND CUSTOMER CONFIDENTIAL 

2.7 Confirmation 

After selecting “Email Candidate to complete”, the following confirmation screen will appear: 

 

The system will then send out the following emails to the individual’s email address: 

• An invitation to log in to the system and complete their data entry 

• A separate email confirming the password needed to log in 
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3 Supporting Documentation 
DBS guidelines state that it is the responsibility of the employer (or prospective employer) to check 

supporting documentation which establishes the applicant’s identity and proof of address. For Basic 

DBS checks, the DBS needs to know the name of the person who has checked the documentation. This 

will be included in the data feed which the ZBC system transmits to the DBS when the application is 

submitted. 

3.1 Documents required for a Standard or Enhanced Criminal Record 

check 

For Standard and Enhanced DBS checks, ZBC will need to see copies of the supporting documentation. 

You should provide copies of these – please do not send originals.  These copies can be uploaded onto 

the client’s record. For instructions on how to do this, please refer to the later section of this guide 

entitled “Uploading Documents” 

For a full explanation of the documents required by the Disclosure and Barring Service, please visit the 

following link: 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-

for-dbs-check-applications-from-3-september-2018 

The documents needed will depend on the route the application takes. The applicant must try to 

provide documents from Route 1 first. 

3.1.1 Route 1 

The applicant must be able to show: 

• one document from Group 1, below 

• 2 further documents from either Group 1, or Group 2a or 2b, below 

At least one of the documents must show the applicant’s current address. 

3.1.2 Route 2 

If the applicant doesn’t have any of the documents in Group 1, then they must be able to 

show: 

• one document from Group 2a 

• 2 further documents from either Group 2a or 2b 

At least one of the documents must show the applicant’s current address. The organisation 

conducting their ID check must then also use an appropriate external ID validation service to 

check the application. 

3.1.3 Route 3 

Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2. 

For Route 3, the applicant must be able to show: 

• a birth certificate issued after the time of birth (UK and Channel Islands) 

• one document from Group 2a 

• 3 further documents from Group 2a or 2b 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications-from-3-september-2018
https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications-from-3-september-2018
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At least one of the documents must show the applicant’s current address. If the applicant 

can’t provide these documents, they may need to be fingerprinted. 

3.1.4 Group 1 – Primary Identity documents 

Document Notes 

Passport Any current and valid passport 

Biometric residence permit UK 

Current driving licence photocard - (full 

or provisional) 
UK, Isle of Man, Channel Islands and EU 

Birth certificate - issued within 12 

months of birth 

UK, Isle of Man and Channel Islands - including those 

issued by UK authorities overseas, eg embassies, High 

Commissions and HM Forces 

Adoption certificate UK and Channel Islands 

3.1.5 Group 2a – Government Trusted documents 

Document Notes 

Current driving licence photocard - (full or 

provisional) 

All countries outside the EU (excluding Isle of Man and 

Channel Islands) 

Current driving licence (full or provisional) 

- paper version (if issued before 1998) 
UK, Isle of Man, Channel Islands and EU 

Birth certificate - issued after time of birth UK, Isle of Man and Channel Islands 

Marriage/civil partnership certificate UK and Channel Islands 

HM Forces ID card UK 

Firearms licence UK, Channel Islands and Isle of Man 

All driving licences must be valid. 

3.1.6 Group 2b – Financial and Social History Documents 

Document Notes Issue date and validity 

Mortgage statement UK or EEA Issued in last 12 months 

Bank or building society statement UK and Channel Islands or EEA Issued in last 3 months 
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Document Notes Issue date and validity 

Bank or building society account 

opening confirmation letter 
UK Issued in last 3 months 

Credit card statement UK or EEA Issued in last 3 months 

Financial statement, eg pension or 

endowment 
UK Issued in last 12 months 

P45 or P60 statement UK and Channel Islands Issued in last 12 months 

Council Tax statement UK and Channel Islands Issued in last 12 months 

Work permit or visa UK Valid up to expiry date 

Letter of sponsorship from future 

employment provider 

Non-UK or non-EEA only - valid 

only for applicants residing 

outside of the UK at time of 

application 

Must still be valid 

Utility bill UK - not mobile telephone bill Issued in last 3 months 

Benefit statement, eg Child Benefit, 

Pension 
UK Issued in last 3 months 

Central or local government, 

government agency, or local council 

document giving entitlement, e.g. 

from the Department for Work and 

Pensions, the Employment Service, 

HMRC 

UK and Channel Islands Issued in last 3 months 

EU National ID card - Must still be valid 

Cards carrying the PASS 

accreditation logo 

UK, Isle of Man and Channel 

Islands 
Must still be valid 

Letter from head teacher or college 

principal 

UK - for 16 to 19 year olds in full 

time education - only used in 

exceptional circumstances if other 

documents cannot be provided 

Must still be valid 
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3.2 Documentation required for Right to Work check 

➢ A colour photocopy of the front page of the individual’s passport or ID document 

➢ A colour photocopy of the photographic page of the individual’s passport or ID document 

 

3.3 Documentation etiquette 

It is the client’s responsibility to check the original documentation. In order to fully maintain the 

integrity of the checking process, all identity documents provided to verify the identity of individuals 

must be original copies taken by the sponsor and verified as such by signature. It is recommended that 

the following declaration is used: 

“I hereby certify that this is a true copy of the original document provided to me by the lawful holder”    
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4 Uploading Documents 
For any individual who requires supporting documentation, you can upload the document(s) into the 

system by taking the following steps: 

1. On the main menu page, type in the reference number or the individual’s surname into the 

search box and press enter or the “search” icon: 

 

2. Click on the individual’s name from the following screen:  
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3. Scroll down near the bottom of the subsequent screen, to the section labelled “Documents 

Required and Upload”. The onscreen instructions describe the filetypes and sizes needed: 

 

4. The screen lists each type of document required, depending on which element of background 

screening you have requested: 
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5. For each item on the list, select the type of document you wish to upload from the drop-down 

lists shown.: 

 

6. Press “choose file”, and then navigate to the appropriate folder on your PC to select the correct 

document. (You will need to make a separate selection for each of the DBS Group 1, DBS Group 

2 and Right To Work drop-downs listed)
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7. Press “upload”. You will see a confirmation message onscreen confirming the successful 

upload: 
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5 Checking the progress of references 
1. You can obtain a summary of the references from the main dashboard. Click on the down 

arrow here to expand the options 

 

2. A summary table of all the requested background checks will appear here.  

 

3. You can also view all attached references, uploaded documents, and the applicant’s signed 

consent by clicking the “images” button here 

4. To access the applicant’s record and obtain full details, click on the individual’s name from the 

main dashboard: 
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5. You will see the following screen: 

 

6. The left-hand panel contains links to each of the checks being carried out. You can click on 

these links to check on the progress of individual references. 
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7. The Gap Analysis chart on the left-hand panel shows the timeline of the applicant’s 

employment history. Any gaps in employment, which may be discovered once an employer has 

confirmed the start and end dates, are highlighted: 
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8. The results of each reference, and any relevant notes recorded by ZBC, are displayed at the 

bottom of each page: 
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9. You can click on the “images” link to view any written references that have been attached to the 

application. Any uploaded documents, and the applicant’s signed consent form, can also be 

seen: 
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