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Once the MSU Onboarding Form has been completed, you must change the individual’s status by clicking here. You should not perform a 

bulk action. Then, you must select one of the following statuses from the drop down:
 Post Hire Step 1(Option 1)– Request Background Check/I-9 (for all new employees or employees more than a 6-month break)
 Post Hire Step 1(Option 2)-Request I-9 Only/Background Check not required(for all employees with any break in service, but less 

than 6-month break)
 Post Hire Step 1 (Option 3) – Request Background Check Only/I-9 not required (for all employees, Student or Rehired Retirees, 

that have never had a background check)
 Post Hire Step 1(Option 4)-Background check or I-9 Not Required/Hired (Final)

Then, click Next.

For Student Workers and Graduate Students, submit a paper  
Background Authorization Form to HRM for positions subject to a  
background screen.

University employees who are moving to a new position within the  
University and reclassifications will not receive a background check unless  
they have not had one and will become subject to one under the Minor  
Protection Policy. Former employees, including rehired retirees, with a six-
month break in service or after any break in service if the former employee

has never had a criminal background check, are subject to a criminal

background check.

See Policy HRM-60-122.



 In the drop down for Background check, select  
Basic Package AppStation. Please check with  
HRM before selecting other packages.

 Scroll all the way to the bottom of the page and click
Move now.

Once the applicant is moved to this status,  
Truscreen is notified to send an email to the  
applicant requesting authorization to conduct the  
background screen and/or I-9.

Reminder emails are currently setup to trigger  
every 24 hours for a total of two notifications.



Once the applicant completes the background  
authorization, the status will automatically  
move to Post Hire Step 2 - Background 
Check/I-9 Pending (System automatic status 
– DO NOT CHANGE TO THIS STATUS).

Once the background check has been completed,  
the status will automatically move to Post Hire 
Step 3 – Background Check/I-9 Processed/Hired
Completed/Hired (Final System Automatic 
Status – DO NOT CHANGE TO THIS STATUS). 

.

HRM will notify the department if further action  
is needed.



This is a new status that HRM will move to after Option 2 or Option 3 
has been processed.


