
Step 1. Click the personalized login link to visit the candidate portal to provide the information needed 
for your background check.

How to provide your employment history

© 2021 - 2024 Orange Tree Employment Screening 1 of 24



You will be redirected to Orange Tree's CandidateConnect portal.
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Step 2. Electronically sign the disclosure and authorization forms. 
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Step 3. Provide your personal information.
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Click to provide your date of birth.
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And your Social Security Number
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Click submit.
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Step 4. Provide your employment history.
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Provide the month, day, and year you started working there.
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And the month, day, and year you stopped working there.
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Click to indicate if this is your current employer. 
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And if you were employed as a contract employee or through a staffing company.
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Provide the company name.
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Phone number for the individual Orange Tree should call for the verification.

How to provide your employment history

© 2021 - 2024 Orange Tree Employment Screening 14 of 24



The street address for the company.
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The City.

How to provide your employment history

© 2021 - 2024 Orange Tree Employment Screening 16 of 24



And State.
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Provide the title or position you held while employed there.
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And your name while employed there.
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If you have additional employments, click the + sign to display more fields.
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If you had any gaps in your employment history. You can provide how long the gap was for.
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And provide an explanation for the gap.
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Once you are finished, click submit.  Thank you for taking this tutorial. 
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Scan to go to the interactive player
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