BGV Portal Overview

Candidate Self-Verification Workflow:
The BGV Portal provides two primary access modules:
· Client Portal – Designed for organizations and HR teams to initiate and manage background verification requests for employees or candidates.
· Candidate Portal – Designed for individuals who wish to initiate and complete their own background verification process.


The following section describes the complete workflow for candidates using the Candidate Portal:

Step 1: Login to the Candidate Portal
From the BGV Portal home page, the candidate should select the Candidate Login option to access the self-verification module.
Step 2: Select Verification Checks
After logging in, the candidate can choose one or more background verification services based on individual requirements. The available verification checks include, but are not limited to:
· Education Verification
· Employment Verification
· Address Verification (Current, Permanent and Previous)
· Criminal Record Verification (Court Check and Police Check)
· Identity Verification (Aadhaar, PAN Card, Passport, etc.)
· Database Verification
· UAN Verification
Multiple verification checks may be selected during the same request.
Step 3: Review Cart and Make Payment
All selected verification checks are automatically added to the candidate's cart.
The candidate should review the selected services and proceed to payment. The total amount payable is calculated based on the predefined cost of each selected verification check.

Step 4: Payment Confirmation
Upon successful payment, the system shares a confirmation email to the candidate's registered email address.
The confirmation email includes:
· Payment confirmation.
· Verification request details.
· A secure Self - Declaration Form link.
(Note: The Declaration Form link remains valid for 48 hours from the time of generation.)
Step 5: Declaration Form Submission
The candidate must complete and submit the Declaration Form within the validity period to authorize the background verification process.
Failure to complete this step within 48 hours may require a new verification request.
Step 6: Document Submission
After the declaration has been submitted, the system initiates the verification process.
If additional information or supporting documents are required, the portal automatically triggers Insufficiency Notifications via email.
The candidate must log in to the BGV Dashboard and upload the requested documents or provide the required information to resolve the insufficiencies.
The verification process continues once all insufficiencies have been addressed.
Step 7: Background Verification Process
The verification team performs all requested verification checks using the documents and information submitted by the candidate.
The candidate may monitor the status of each verification through the BGV Dashboard.
Step 8: View the BGV Report
Once all verification activities have been completed, the final report becomes available under the My BGV Report section of the Candidate Portal.
The candidate can open and review the report online.
Step 9: Download the BGV Report
A Download Report option is available at the bottom of the report page.
The downloaded BGV Report is protected with a password to ensure confidentiality.
The password or One-Time Password (OTP) required to open the report is sent separately to the candidate's registered email address.
Step 10: Future Report Modification
If the candidate joins an organization several months after the original verification (for example, after 8–9 months), the existing BGV report can be updated instead of creating an entirely new report.
[bookmark: _GoBack]Additional verification checks may be added by:
· The hiring organization's HR team, or
· The candidate through the Candidate Portal.
The newly requested verification checks are incorporated into the existing BGV report, ensuring that the report remains current and relevant.
