
Applicant User Guide

CBSAUG



Contents

Accessing Your Application
Logging In
One-time Passcode
The Application Form 
Personal Information 
Additional Information 
ID Documentation 
Declarations 
Submission 
Post Submission



Accessing Your Application

You will receive an email invitation to
access and complete your application.

If you cannot find the email, please
check your junk/spam folder. 

The invitation email will include:
The name of the organisation
requesting your check
A temporary password to access
your application
A link directing you to the
application login page
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Logging In
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To log in, you will need:

Email Address
Enter the email address the invitation
was sent to

Temporary Password
Copy and paste the temporary password
from your email

Once entered, click ʻContinue .̓

 



One-Time Passcode
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For additional security, you will be
required to enter a one-time passcode to
access your application.

A 6-digit code will be sent to your
registered email address, however, it will
expire after 15 minutes. 

Please allow a few minutes for the email
to arrive. If you do not receive the code,
check your junk/spam folder before
requesting a new one.

If you have previously marked an email
from us as spam, our system may no
longer be able to send emails to your
inbox.
To resolve this, you will need to locate
the original email and mark it as ʻNot
Spamʼ or ʻNot Junk.̓

Enter Your Passcode
Enter the 6-digit code sent to your
registered email address into the
required fields on the application
screen. 



The Application Form
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Once logged in, you will be taken to your
application dashboard, where you can
access and complete each section of
your application form.

As each section is completed, its status
will automatically update from
“Incomplete” to “Complete”. You must
complete all required sections before
you can submit your application.

On the dashboard, you will be able to
view:
Application Sections – All sections of your
application form
Section Status – Displays whether a
section is Incomplete or Complete
My Account – Access your account details,
password settings, and logout option
Begin Application – Start or continue your
application



Personal Information 
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In this section, you will be asked to provide your language preference, personal
details and address details.

Language Preference 
Select ʻEnglishʼ if you wish to continue
your application online.

Full Legal Name
You must enter your full legal name
exactly as it appears on your official
documents. If the names do not match,
this may cause an error later in your
application. If you have more than one
middle name, you can add additional
names where required.

Date of Birth
Once entered, the date and your age will
automatically display below this field.

Gender
If you select ʻOtherʼ, additional
information is provided for you to review
before continuing. 

Telephone Number
The telephone number provided will be
used for communication regarding your
application.



Personal Information 
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Country
This will automatically default to United
Kingdom. Please amend this if it is not
correct.

Move-In Date
Enter the date you moved to your
current address.

Address Search
Begin typing the first line of your address
into the address field.
A list of matching addresses will appear.
Select the correct address from the list to
auto-fill the remaining fields.

Additional Address History
If more address history is required, a
message will appear and additional
fields will be displayed for you to enter
previous addresses.

You will need to enter your current address details and, if required,
any previous addresses.



Additional Information 
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In this section, you will be asked to provide information about any previous
names, along with your place of birth and nationality at birth.

If You Do Not Have Previous Names
If you have not been known by any other
names, select ʻNo.̓

An additional question will appear
asking you to confirm that you have had
the same surname since birth. You must
select ʻYesʼ to continue.

If You Have Previous Names
If you have been known by another
surname or forename, select ʻYesʼ when
prompted. A field will then appear for
you to enter your previous name(s).

You will also be asked to provide the year
you used the name(s) until.

If you have more than one previous
name, you can add more by clicking
ʻAdd Previous Surname / Forename .̓

You also need to complete the
information regarding your 
Place of Birth to complete 
this section. 



ID Documentation
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UK NI Number
If you have a UK National Insurance
Number, select ʻYesʼ and enter the
details requested.

Passport
If you hold a valid passport, select ʻYesʼ
and provide the information requested.

Driving Licence
If you hold a valid driving licence, select
ʻYesʼ and complete the required
information. There is a Magic Wand tool
to help generate the first part of your
licence number. The last 5 digits must be
entered manually.  Please double- check
that the number entered is exactly as it
appears on your driving licence.

In this section, you will be asked to confirm which forms of identification you
hold. For each document listed, select ‘Yes’ or ‘No’.

A pop-up message will appear to help
you check that your driving licence
number has been entered correctly.



Declarations
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In this section, you will be asked to confirm your consent and declare any relevant criminal
history.

For each question, select either ʻYesʼ or ʻNoʼ as appropriate.

Any relevant criminal history must be declared accurately within this section.

To proceed, you must select ʻYesʼ to confirm your consent.



Submission
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In this section, you will be able to review all information entered on your
application before submission.

Application Review
Where sufficient information has been
provided, the section will display as ʻOK .̓

If any section is incomplete or requires
further information, it will be flagged as
ʻNeeds Attention .̓

If any information entered does not
match your verified ID details, the system
will flag this and display the information
it is expecting to see.

You can click on any section marked as
needing attention to return directly to
that part of the application and update
the information accordingly.

Submitting Your Application
The Submit button will only be available
once:

All required sections have been
completed
Your identity verification has been
completed



Post Submission 
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Once your application has been submitted successfully, you will receive an email to
confirm.



Post Submission (DBS Check) 
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Once your DBS application has been completed, you will receive a follow-up email
with further information.

Once your DBS application has been
completed, you will receive a follow-up
email with further information.

This email will include:
Your DBS certificate details
Information on what happens next
Your E-reference number

Update Service
Your E-reference number is required if
you wish to register for the DBS Update
Service.

Please note that you have 30 calendar
days from the date your certificate is
issued to sign up for the Update Service.



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
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