
Activating the BambooHR 

Integration



Determining your Sub-Domain



Provide this URL to TazWorks. The 
“tazworkssandbox2” portion of this will be 
different for you and it is your company’s 

unique sub-domain.



Creating an API User

This user will manage the communication between BambooHR and TazWorks



1. Select “People”

2. Select “New Employee”



Give the employee a name 
of TazWorks Integration or 

something similar.



This user will need an accessible email address. This inbox 
will not need to be regularly checked, but is needed to 

receive the initial password setup email.



1. Select “Allow Access to BambooHR”

2. Select “Save”



1. Select “Settings”

2. Select “Reset User’s Password”



1. Select “Reset Password”

2. Follow the directions in the email to configure a 
password for this user. You do not need to store this 

password long-term, but will need to save it 
temporarily for use during this guide.



Creating a new Access 

Level for the API User



1. Select “Settings”

2. Select “Access 
Levels”

3. Select “Add”

4. Select “Custom 
Access Level”



1. Give this a name of “TazWorks 
Integration” or similar.

2. Select “Next Step”



1. Select “Hiring”

2. Select “Manage Job 
Openings and Candidates”

3. Select “Next Step”



Select “Save & Finish”



Assign the New Access Level 

to the API User



1. Select “People”

2. Select the API User 
that was created



1. Select “Settings”

2. Select 
“BambooHR 

Access Level”
3. Select the new 
access level we 
created earlier.



Add New Candidate Statuses 

for Active Jobs



1. Select “Settings”3. Select “Candidate 
Statuses”

2. Select “Hiring”
4. Under the Active 

Statuses group, select 
“+Add Status”



1. Type in the following status:
Background Check Required

2. Select “Add” to add the new 
status



Repeat this process to add the rest of 
the statuses:

Background Check In-Process
Background Check Error

Background Check Completed
Background Check Canceled



TazWorks Configuration

At this point, the TazWorks team will need to configure the integration from their end using the 

information you have provided them.



Granting TazWorks Access 

to Use Your API User

TazWorks will send you a link you will need to click.



Upon clicking the link, you will be redirected to the BambooHR login page.

1. Provide the credentials for the API User you 
created earlier.

2. Select “Login In”



If your credentials are valid, you will see a 
“Success” message or similar. You have now 

granted TazWorks access act on behalf of your 
API User. You can now purge the API user’s 
login and password you temporarily stored.



Ready to Submit Test Order



We will create a test job and a test candidate. You may also use an existing job for this 

test. If you wish to use an existing job, please review this part of the guide, anyway, for 

important notes.

Create Test Job and 

Test Candidate



1. Select “Hiring”

2. Select “Add Job Opening”



1. The Posting Title is what BambooHR will send to TazWorks
as the Package Name. Therefore, be sure that your Posting 

Title is also configured as a package within Instascreen.

2. The Job Status should be Open. 
BambooHR will not submit background 

screenings orders for closed jobs.

3. Select “Save Job Opening” when done.



Select “New Candidate”



1. Provide a First Name 2. Provide a Last Name

3. Provide an Email address

4. Select “Save” to complete



Submit the Test Order



Set Candidate to the “Background Check Required” 
status to trigger the order. The order will be picked 

up by TazWorks within 15 minutes.



Once the order is picked up, the status will 
automatically change to indicate this and will 
continue to change on its own as the order 

processes.



Once the order status indicates completed, a link to view 
the report will appear under the Candidate’s Notes area.



Miscellaneous Info



Background Package 

Name Limitation

BambooHR’s integration with TazWorks is such that there isn’t a dedicated field to 

indicate the background package name that needs to be ordered. The current 

approach is to use the Posting Title associated with each job. This means we need to 

ensure the Posting Title associated with the job is also added to the client’s company 

settings within Instascreen as a package. The next page shows an example of what 

this may look like from the CRA’s perspective.



For every position that that the client will be hiring for, a background check package is 
configured under the client’s Instascreen account. The actual product being ordered will be the 

Product Name that is selected, but the Alternate Name will be adjusted to match with the 
Position Title in BambooHR



Child Account Ordering

Child Account ordering is supported via use of the job’s Department field. We can 

configure the mapping for this field to either match the child account name or its code, 

but not both.



Optional: Pass in the child account via the Department field.


