
Step 1. Click the personalized login link to access the candidate portal.
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You will be redirected to the CandidateConnect portal.  Click Start to continue. 
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Step 2. Click to agree to Orange Tree's Terms of Service and Privacy Policy. 
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You can update your information using CandidateConnect.  Click Next to continue.
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You can digitally sign and send  required documents.  Click Next to continue.
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CandidateConnect provides background check status notifications and alerts you to any missing items.  
Click Next to continue.
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You can also choose to add Orange Tree to your contacts.   Click next to continue.
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Step 2. Sign the authorization and disclosure forms.  Click on 'Disclosure Regarding Consumer Report'.
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You can sign using your finger, mouse, or stylist. Click to sign.
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Click Submit
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Click Authorization.
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Click to sign.
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Click Submit.
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Step 3. Provide your personal information.  Click Personal Information.
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Click to enter your date of birth. 
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Step 4. Click to enter your Social Security Number.  If you are an international candidate and do not 
have a Social Security Number, enter in 999-99-9999. 
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Click Submit
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Step 5. Provide your address history.  Click Address History.
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By default, the United States is automatically selected.  Click to change the country.
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Select the country from the drop down.
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Click to provide the street address.
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The City.
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Click to provide the State or Province.
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Select Province.
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Provide the postal code.
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And the month, day, and year you started living there.
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To add additional addresses, click Add.
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Click to provide the Country, Street Address, City, State, and Postal Code for additional addresses.
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Click to provide the month, day, and year you started and stopped living at that address.
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When you are finished, click submit.

How to complete your background application: International and Domestic.

30 of 40



Click to add any additional names you have used.
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If you have no other names, click No Additional Names.
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Click Submit
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Click Affirmation.
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Click to sign affirmation that all the information you provided is true and accurate to the best of your 
knowledge.
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Click Submit.
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Click to view your Summary of Your Rights..
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Click to sign.
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Click Submit
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Thank you for completing the tutorial! 
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