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Logging into the Portal 
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Once CBS has set up your account,
you will be provided with your
Access Code, Login Details and a
temporary password which you will
need to reset when you first log in
to the Client Portal. Navigate to the
CBS Client Portal Login Page:
client.cbscheck.com

https://client.cbscheck.com/session/login?redirect=dashboard


Logging into the Portal
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Enter Your Credentials
You'll need three pieces of
information to log in:

Company Reference  
Your company reference number

Username  
Your individual username

Password   
Your secure password
Enter each of these in the
corresponding fields on the Login
Page.



The Portal 
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Dashboard – Main overview
Business – Your organisation settings and
information 
Services – Available packages assigned to
your account 
Applicants – Detailed applicant
management  
Reports – Generate and view reports

Once you are logged in to the portal, you will be presented with a navigation bar at
the top of the page which you will be able to access:



The Dashboard
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The Dashboard
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The dashboard will display the following:

New applications within the 
last 7 days Completed applications

Graphical details of active applicants that have logged in recently

Active applicants that have 
logged in recently

Applications awaiting review

Details of the applications as well as the status



The Business Page
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This page provides information about your organisation, the branding displayed on
applicant communications, your CBS contact, users, etc. For any changes you wish
to make on this page, please contact your CBS representative  and we will make the
changes for you.



The Services Page
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The services page gives you an overview of the packages assigned to your account,
the roles assigned as well as the digital identity service provider where applicable.



The Applicants page provides you with details of the recent applicants, when they
started their application, when the last action was taken on the application and the
status.

Here you can also search for an applicant to see this information.

In addition, you can also invite new applicants to complete their background
screening application by clicking on the                                       button.

The Applicant Page
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Invite Applicant 
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You will have the option to invite individual applicants separately or send multiple
email invitations automatically via a bulk upload.

Invite an individual Invite multiple applicants



Invite Applicant 
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Once you submit the request, whether it is an individual
application or a bulk upload, the candidate will receive an
email with instructions to complete their background
screening application.

The email can be branded with your logo and be
customisable for each package that you have on your
account.

Once the email has been sent, you will also be able to track
the application on the “Dashboard” page.



Applicant Status
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Applicant Status
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Invited

Awaiting Applicant

Awaiting Results 

Complete Review 

Completed Clear

The applicant has been sent an invitation but has not started 
         the application 

The applicant has started the application but has not submitted
          it yet

The application has been submitted to the DBS, and the 
         E-reference number is displayed for tracking purposes

The application is complete and the result needs review

The application is complete and the result is clear.



Applicant Status
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Clicking on each applicant will provide further details of the applicant and status,
some examples below.

Further details
on the identity
verification and
the status of
the DBS check 

Applicantʼs details as well as
details of when they started 
the application process



The Reports Page

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk

The reports page allows you to download reports that provide the following
information:

Applicant personal details
When the application started
Application Status
Completion date

The reports page also tells you how many completed applications have not been
downloaded and exported yet. 



Head Office:
Complete Background Screening,
The Screening House, 
Cwm Cynon Business Park, Mountain Ash. CF45 4ER

London Office:
5 St John’s Lane, London. EC1M 4BH

T:  01443 799 900
E: info@cbscreening.co.uk 
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