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Applicant Portal  
The Candidate Experience 

When you are required to complete a fit2work application for the first time, you will receive an email 

from fit2work asking you to log into the Applicant Portal: 

 

As with the example above you will be provided with a Username and Temporary Password, which 

you will be prompted to update when you login for the first time: 

 

 
 

Once the password has been updated, you will be directed to your fit2work portal homepage. 
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Updating Your Profile 

From your fit2work dashboard homepage you can: 

1) Update your profile information through the User Profile. This information is always 

transferred to your fit2work application to save you time in completing your basic details 

section: 

 

 

2) Update your profile to include information on your Occupation, Qualifications and Employment 

History. This information is not transferred to your fit2work application however you may find it 

useful to store these details on your fit2work User Profile to assist in completing future online 

job applications: 
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Occupation 

 

 
 
 
 

 

Qualifications 

 

 

 

 

Employment History 

 
 

 

 

 

 

Badges 

fit2work operate a Badging system that allows candidates to hold a fit2work verification badge. Your 

fit2work badge can demonstrate to your potential employers that fit2work holds a certain level of 

verification data for you. This can save an employer from having to run certain pre-employment 

checks. 
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The   option in the applicant portal allows candidates to insert their badge in to their 

resume to let employers know that they are ‘fit2work’. By following the simple steps outlined in the 

Share Badge pop-up window you can do this quickly and easily: 

 
 

You also have the option to   the badge you hold – to increase the level of credentials 

fit2work can verify and hold on the system for you: 
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Dashboard Menu 

In the top right-hand corner of your dashboard you have 4 options:

 
 

The Help Page contains all the frequently asked questions that will help you complete your application 

quickly and easily. The next section of the guide will run through how to complete your application so 

that an Authorised Officer at the Organisation you are applying for can verify the information you 

provide and send your application off for processing. 

Completing your Check Application  

For every check request you are sent you will see a new application row appear in your dashboard 

homepage:  
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To complete the application simply click on the   icon in the action column. This will take you to 

a new section of the portal where you can safely and securely complete the required information 

(mandatory fields will be marked with a red asterisk*). 

Step 1 – Complete your Basic Details 

 
 

Mandatory Fields* may include: 

• First Name • Gender 

• Surname • Email 

• Date of Birth • Birth Place 

• Birth Country • Current Address 

• Birth State • Overseas Stays 

*Mandatory fields may change depending on the checks that have been requested as part of your 

application. 

Once completed simply click   

Step 2 – Complete any Additional Details 

 
 

In this step you must confirm if you have ever been known by another name or alias (this could be an 

anglicised version of your name or a married or maiden name): 

 
 

If you have not lived at the address, you gave in the previous tab you must supply all other residential 

address held in the last 5 years. 

Step 2a – Upload the required ID Documents 

In this section you must provide the required ID for the check to be processed. The fit2work portal is a 

dynamic system that will prompt you to select and provide the appropriate ID for the checks 

requested. 
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It will also provide you with some details on the ID requirements to ensure that the identification that 

you provide will be sufficient in order to process the check. 

Note: Expired Identity Documents are not accepted. 

Once you have uploaded the documents click   

Step 3 – Add Required Check Specific Information 

For some checks, you may need to provide further details or supporting documentation in order for 

the check to be successfully submitted and completed. 

The screenshot below shows you the additional data requirements for a New Zealand Driver Licence 

Check, Credit Check and the specific consent Digi-sign box for the Ministry of Justice Check. 

 

 

Step 4 – Review your Application 

The final step is to review the details you have provided in the application: 
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Step 4a – Sign the Digital Consent Form 

Depending on the checks ordered, you may need to sign more than one digital consent form. 

Depending on the check type, the system may direct you to download, print, sign and reupload a 

paper consent form. Please read the consent notice(s) and –using your mouse – sign in the allocated 

box, making sure not to let any part of the signature come outside the box. 
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Once you have signed the form click . 

The authorised officer processing your check will review your application to verify your identity 

documents and application details to confirm they have all the required information to submit your 

check for processing. 

Please check your email regularly for further information and updates as the authorised officer 

processing your check will send you an email if any information is missing or requires clarification. 

 
 


