
How to track Misconduct AP Background Checks in AP Recruit 
 

Once the final candidate has been selected you will be required to enter a personal note to 
their application in AP Recruit. This step will take place once school sta< get the clearance 
email following the top candidate's completion of the misconduct survey. This personal note 
should be added before the candidate is hired. See instructions below:  
 
Step 1. Login into AP Recruit and find your recruitment  
 
Step 2. Go to the Applicants tab.  
 
Step 3. Select final candidate from the Applicants tab.  

 
 
Step 4. Once the application is open, select + Add personal note  
 

 



Step 5. Enter the following language in the personal note: “PASSED BACKGROUND CHECK” 
and hit “Save changes” as show in screenshot below.  
 

 
 
Step 6. (Last step) Confirm the personal note is saved properly and appears as shown in 
screenshot below.  
 

 
 
All done! Thank you for helping us track background check outcomes in AP Recruit.  
 
For any questions or troubleshooting, please reach out to Academic Personnel O0ice’s (APO) 
Senior AP Analyst for Academic Leaves and Recruitment: Esmeralda Martinez, at 
emartinez35@ucmerced.edu  


