
Certiphi Instructions
CRIMINAL BACKGROUND CHECK AND DRUG SCREEN



Application 
Station Email-
Certiphi

This is an example of the 

email you will get from 

Certiphi once you are 

admitted by Larkin University.

The email contains the 

code you will need to create 

the account. For the Criminal 

Background Check, the 

code is LARKINSTUDENTCBC. 

For the Drug Screen, the 

code is LARKINSTUDENTDS.



Application Station 
Email-Account 
Verified

Once your account is created, 

you will get an account verification 

email. This email will contain the 

username.



Application Station 
Email-Account 
Verification

 Once your account is created, 

you will get an account verification 

email. This email will contain the 

username you created and a 

verification code that you need to 

finalize the account.



Application Station 
Dashboard

 Go back to 

applicationstation@certiphi.com to 

use your username and password 

created to access your dashboard.

mailto:applicationstation@certiphi.com


Application Station 
Dashboard

 Once you log in, you will see 

your dashboard and the form you 

registered for.



Application Station 
Dashboard

 You should have a second email 

from Certiphi(Application Station) 

containing the station code for the 

next check. 

If you started the drug screen first, 

the second email with have the 

code for the criminal background 

check. If you started the criminal 

background check, then the 

second email with have the code 

for the drug screen



2nd Application 
Station Email

 Go to 

applicationstation.certiphi.com to 

log into your dashboard.

 When you are on dashboard, you 

see the page to the right. Then you 

click “Add New Form” to add the 

verification code found in your 

email.

Click

here



2nd Application 
Station Email

 Enter the code of the form you 

are missing or trying to complete. 

The code is provided in the 

application station email. Then 

press continue.



Creating the Second 
Form

 This page will ask for identifying 

information



Forms on Dashboard

 Once you have registered for 

both, drug screen and criminal 

background check, you will have 

both on your dashboard when you 

log in. This will give details of when 

both were started and their status. 

Click the continue button on 

either one to complete if either is 

still pending.



Finish the Form and 
Submit

 Follow the directions detail in 

each step. At the end, it will ask for 

payment then you will be able to 

submit.



Additional Notes

 Once you have paid for the Drug Screen, you will be sent a chain of 

custody form to take to the lab to complete the screening.

 You must complete both the Criminal Background Check and Drug 

Screen as both are matriculation requirements.

 Both processes are completed and handle through Certiphi.

 You will receive two emails, one for the Criminal Background Check 

and one for the Drug Screen. If you do not receive both, please 

contact the University Registrar at dgivens@ularkin.org.

 Don’t wait until the last minute! It is better to get these requirement 

completed sooner than later.

mailto:dgivens@ularkin.org

