
APEXA BackCheck Instructions – v1 (December 2017) 

1. Advisor will receive an email from “myBackCheck.com” telling them that APEXA has requested a BackCheck. This email contains the link 

the advisor needs to set up their account on the BackCheck portal. 

 

2. Clicking on the link in the email will direct the advisor to the registration page. The advisor will be asked to provide some personal 

information, choose a username (they will need to remember their username), enter a password and select some security questions for 

which they will need to provide answers. After completing all of the information, they should click Register to complete their account 

setup. 
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3. After clicking Register, the advisor will receive confirmation that their registration was successful. Their next step is to access their email 

inbox to verify their account. 

 

 

4. The advisor will receive a confirmation email. To activate their account, they’ll need to click on the link in the email. 
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5. Clicking on the link in the email will send the advisor to the login page – they will need to enter the login details they established in Step 

2 and click Log In.  

 

6. After logging into the BackCheck portal, the advisor will be directed to the BackCheck portal landing page. To access their background 

check invitation, they will need to click on their Inbox from the top left-hand corner. 
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7. Once they’ve selected the Inbox, they should see an invitation from APEXA in their inbox. The advisor needs to click on the invitation.  

 

8. Clicking on the invitation will open a box below the invitation which will describe the type of background check that Backcheck is 

performing on behalf of APEXA. The advisor should select Accept & Continue to accept the invitation for the background check (see 

following page). 
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APEXA BackCheck Instructions – v1 (December 2017) 

9. After accepting the invitation, the advisor will be directed to the confirmation page that they have successfully accepted the invitation 

and will be directed to the “myAccount” area of the portal to complete the online form. The advisor needs to select myAccount from 

upper left-hand corner. 

 

10. The advisor should now see the pending Canadian Criminal Record check and should select Continue to begin. 
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11. The advisor will be brought to Step One of the Backcheck process, which is to enter additional personal information. 

 

12. Once they have completed Step One, Step Two is a disclosure of criminal records. 
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13. Step Three in the process is Review and Consent where the advisor reviews the information provided and provides consent to run the 

check. 

 

14. Step Four is the final part of the process – Identity verification – where the advisor will be lead through a series of questions to verify 

their identity (see next page).  
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If the advisor’s ID verification is successful, this is the end of the process. They will be made aware that their background check was 

successful and they can exit the portal. 

If the advisor’s ID verification was unsuccessful, they will be given an option to Try Again to answer additional ID verification questions (see 

screenshot below) or they can proceed to be verified at a Canada Post office (see the instructions as they are provided below). 

 


