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Introduction

Overview

In this Guide

Employment Screening — Enterprise Edition is a web-based pre-employment
screening utility, offering fast, background information to meet your business needs.
LexisNexis® Employment Screening, offers an automated and interactive ordering
system, customized screening packages based on position, custom
adjudication/scoring criteria, flexible reporting options, tiered background screening,
timely results, online billing, and accommodating administration functions making
Employment Screening a comprehensive solution for any employer's hiring program.
For additional information regarding other services, such as batch ordering and
Employee Eligibility Verification (EEV) service, please refer to Inside Employment
Screening.

Employment Screening provides maximum accessibility regardless of what type of
computer system and/or browser you use.

In order to get the most visually pleasing experience, use a monitor resolution of
1024 x 768 or greater and the latest version of the following Java-enabled browsers:

e Microsoft® Internet Explorer® version 6.0 or higher
. Apple® Safari™ version 1.2 or higher

e Mozilla® Firefox® version 2.0 or higher

This guide is designed for you to use as a reference tool for Employment Screening.
It describes the process of ordering background checks, viewing results,
administrative functions, and online billing. At the end of this guide are frequently
asked questions and a glossary of common Employment Screening terms to assist
you in becoming more familiar with the system.

Copyright © 2010 LexisNexis Risk Solutions. All rights reserved. 1
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Document The following documentation conventions are used throughout this manual.
Conventions

Convention Description

Bold This is used to identify data field names and

menu selection options.
"o This is used to identify new terms.

Italics This is used to identify references to other
chapters, documents, or databases.

WARNING This is used to identify warnings.

Gray Shading This is used to identify tips or notes.
Additional In addition to this guide, you can take a Employment Screening e-Training class with
Training a live instructor present to answer your questions. You can also watch an online

training video at your convenience 24 hours a day, seven days a week. For
instructions to register for a Employment Screening class or to view the training
video, go to http://Learn.LexisNexis.com.

Technical For questions on how to use Employment Screening, call 1-800-962-2091 (Monday

Support — Friday, 8:00am — 8:30pm Eastern Standard Time). For after-hours support, leave a
message on the automated system and a representative will respond to your request
within a 30-minute time frame. You may also email your questions to the support
team at: employment.support@lexisnexis.com.

For questions on interpreting your results or on your account, call your account
manager at 1-800-962-2091.

Copyright © 2010 LexisNexis Risk Solutions. All rights reserved.
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Using Employment Screening

In this This chapter discusses:

Chapter ¢ How to log into Employment Screening
e How to change an initial or expired password
e How to navigate around the site
e How to interpret results in the Dashboard

Topic See Page
Logging into Employment Screening 4
Changing Initial or Expired Passwords 6
Site Navigation 7
Dashboard Features 10

Copyright © 2010 LexisNexis Risk Solutions. All rights reserved. 3
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Logging into Employment Screening

General Your Employment Screening account is customized to your company’s

Information specifications. Certain setup options and available products will vary depending on
your account. If you have questions about your account, contact your system
administrator or call LexisNexis® Technical Support for assistance.

The Internet address for Employment Screening is screen.lexisnexis.com. Typing
this address into your web browser will bring you to the Employment Screening
Login screen.

Logging In Follow the steps below to log into Employment Screening.
Step Action
1 In the Client ID field, type the Client ID given to you by the
Employment Screening administrator or LexisNexis® Screening
Solutions.
2 In the User ID field, type your User ID.
3 In the Password field, type your password.

Note: You must obtain your initial password from the Employment
Screening administrator or from LexisNexis® Screening Solutions. If
this is your first time logging in or your password has expired, the
Change Password screen will appear. See the Changing Initial or
Expired Passwords section for more information.

Click . The Employment Screening main screen
appears.

Copyright © 2011 LexisNexis. All rights reserved.
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@~ LexisNexis»

Screening Solutions - Enterprise Edition

About Us | Services | Learn More | Contact Us
S —
Employment
Screening

——

ign in to Screening Solutions

Forgot Password?

Client ID

User ID

At LexisNexis Risk Scolutions, employment risk management is our business. As a premier provider
of decision-making information to businesses and government, we offer multiple assessment,
background investigation and drug free enterprise solutions.

#» Check out our Services

Background Checks
- From Identity Verification
to Global Sanctions
- Drug Testing
1-9 Employment Verification
Candidate Data Entry
ATS Integrations

US+EU

SAFEHARBOR

US. DEPARTMENT OF COMMERCE

;

Copyright € 2011 LexisNexis Risk Solutions. All rights reserved.

# Take a Tour

See for yourself how yvou can
r’ECEi\-’E_ insightful background

screening answers to help vou
malke the right hiring decisions,

reduce turnover, and protect
your most important asset-
people.

SAFETY 2
=

ACT :
-_’.':PPK.CN ED /

———

* Stav in Touch

Sign Up for our Quarterly
Mewsletter - Each quarter we
bring you industry trends and
benchmarking data to help
guide your decisions that drive
better results.

() TRUSTe

Privacy Policy Legal Fact Act Disclosure)

Forgot
Password

Your initial password is given to you by your Employment Screening administrator. If
this is your first time logging in or your password has expired, you will need to

change your password. You can also change your password whenever you wish via
the Administration screen. More information on passwords can be found in Using
Employment Screening and Administration. You may also contact your Employment
Screening system administrator or call LexisNexis® Technical Support for password

assistance

If you have forgotten your password, you can reset it by clicking on the Forgot
Password link. You will need to provide your Client ID, User ID and provide the
answer to your secret question.

Copyright © 2011 LexisNexis. All rights reserved.
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Changing Initial or Expired Passwords

Change Use the following steps to change an initial or expired password.
Password Note: You must first log into Employment Screening.
Step Action
1 When the Change Password screen appears, enter your current

password in the Old password field.

2 Enter your new password in the New password field. See the
Password Guidelines section below.

3 Retype your new password to confirm it.
4 Click the Submit button to save your changes.
Password Use the following guidelines when creating a new password:

Guidelines e Password must be at least eight characters in length.

e Password must contain three of the following four types of characters:
1. Upper case letter A-Z
2. Lower case letter a-z
3. Digit 0-9
4. Special characters: ' @ # % " ()
e Password must not contain:
1. Account Number or User ID.
2. Three of the same characters in succession. (Ex: aaa, bbb, ccc)

e New password cannot be a previously used password.

Copyright © 2011 LexisNexis. All rights reserved. 6
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Site Navigation

Navigation
Toolbar

Copyright, Privacy Policy, Legal, Fact Act Disclosure, and the Log Out links will be
universally available from the Navigation menu in all sections of Employment

Screening. Additionally, you will always be able to see the Log-in Account/Client ID
and User ID from every page on the site.

The navigation toolbar at the top of the screen allows you to navigate through the
Employment Screening website. The descriptions of the toolbar options are

explained below.

Note: The navigation menu options will vary depending on the account and user

privileges.

@' LexisNexis=

. Screening Solutions - Enterprise Edition | formerly CPScreen

Technical Support | LOG OUT

| Background Checks | EEV | Admin

Account S10726-WFFP

D No Alert D Alert Ind mi

| Customer Service

Account 510726-WPP

Status

Background Screening Occupational Health

te @ Alert Found

Range |Last 7 Days ¥
Update

Counts Resulted Status Counts

Completed
Unviewed

Not Printed
In Process

Order Received
Pending Collection
Collection Complete -
Pending Reszults
Order Expired

MNegative/Passed -
Negative/Dilute -
Positive/Failed -
Cancelled -
Unverified -

Account 510726-WPP

Status Counts

Open DHS Cases -
DHS Cases Requiring Action
SSN Applied For
Documentation Expiring
Verification Pending

Copyright @ 2010 LexisNexis Risk Solutions. All rights reserved.
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Dashboard View Selections

[] select all
Candidate Data Capture

Background Screening

Onboarding
Occupational Health

Apply

Helpful Links

Announcements

Featured Products
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Toolbar Option

Description

Home

After a successful login, you view the Employment Screening
Homepage. The homepage contains numerous useful links to help you
in your navigation of the site.

On the left side of the Homepage, you will find the following sections:

HELPFUL LINKS: This section contains the following links — What’s
New, Inside Employment Screening, and User Guide.

ANNOUCEMENTS: This section contains any system notices or any
other notifications or changes affecting Employment Screening. The
following links are available within this section: System Notices and
FTC Disposal Notices.

The right side of the Homepage displays the Dashboard, which will be
explained in the next section.

Background Checks

Clicking on the Background Checks menu tab from the navigational
toolbar will display the following submenus

Order Entry: Use this option to order your company’s custom
package searches, individual/ala-carte searches, or batch orders for
your company.

Order Viewing: Use this option to:

o View the status of reports.
e View alert notifications
e View Completed, Pending, Delayed, and Under Construction

orders.

e Track Completed, Pending, Delayed, and Under Construction
orders.

e Print Completed, Pending, Delayed, and Under Construction
orders.

Rescreen Manager: This feature is optional and must be activated to
see the submenu item.

Background Check User Guide: Use this option to download the
Employment Screening Background User Guide in a PDF format. You
will need Adobe Acrobat Reader to view this document.

Employee Eligibility
Verification (EEV)
Services

EEV Services allow employers to perform electronic DHS/SSA
validation, Form I-9 creation, re-verification, remote verification,
compliance reporting, electronic document storage, and manage
employees’ -9 documents.

Copyright © 2011 LexisNexis. All rights reserved.
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Toolbar Option

Description

Admin

This option displays several sub-menus based on your security
settings.

Use this option to manage your individual Employment Screening
account by creating, modifying, or removing users, as well as to
change passwords and assign security levels.

Tip: If you are not the designated Employment Screening
administrator for your office, many of these options will not be
available to you.

Billing: This option displays as a sub-menus under the Admin menu.
Use this option to review or print your order transactions, if you have
the appropriate security permissions.

Customer Service

Use this option to send an email to Employment Screening Customer
Service.

Tip: See the Employment Screening administrator for more
information on when to contact Customer Service.

Copyright © 2011 LexisNexis. All rights reserved.
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Dashboard Features

Available from the homepage, the Dashboard provides you with quick and easy
access to search case results based on predefined queries of “Completed”,

Basic
Features

“Unviewed”, “Not Printed”, and “In Process” cases. Within each query set, you can
perform more specific queries by clicking on the red, , and green links.
For example:

The red link under the “Completed” section returns all cases ordered in the

last 7 days that are in a “Completed” case status where at least one element

has a red flag.

The yellow link under the “Unviewed” section returns all cases ordered in the

last 7 days where at least one element has a yellow flag and that element
has not been viewed.

The green link under the “Not Printed” section returns cases ordered in the
last 7 days where all elements have a green flag and at least one of those

elements has not been printed.

The Dashboard feature displays results based on the following user security levels:

Security Level

Dashboard Options

My Orders Only or My Alerts Only

The Dashboard will display a count of the number of cases next to the
appropriate alert icon and status for the user’s orders.

View All Reports or View All Alerts

The Dashboard will display a count of the number of cases next to the
appropriate alert icon and status for that user’s orders only. You will
have the option to de-select My Reports Only to display all orders
within the account based on clicking the link.

View All Alerts or View All Reports
and Multi Account Viewing

The Dashboard will display a count of the number of cases next to the
appropriate alert icon and status for all accounts the user has access to
view. The Account Selection feature will be available for you to use to
select accounts to update the dashboard within your hierarchy level and
lower.

Background Screening

Account

Range | Last 7 Days ¥

o Alert O Alert Indeterminate @ Alert Found

Completed
Unviewed
Mot Printed

In Process

Copyright © 2011 LexisNexis. All rights reserved.
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Order Entry

Overview The Employment Screening Order Entry process follows a step-by-step sequence
and will vary depending on the component(s) or package that you are ordering. For
example, if your package does not include an employment verification report, you will
not be required to enter the subject’s present and past employment information
during the Order Entry process.

In this This chapter discusses the components and packages available through
Chapter Employment Screening, the process flow related to ordering, and the specific Order
Entry procedures.

Topic See Page
Components 12
Packages 13
Creating Your Order 14
Data Entry 18
Entering Education Information 20
Entering Employment Information 21
Entering Motor Vehical Report (MVR) Information 23
Using the Public Records Grid 24
Reviewing and Submitting Your Order 28
Duplicate Order Checking 30
Receiving Confirmation 31

Copyright © 2011 LexisNexis. All rights reserved. 11
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Components

Component Figure 3.1 illustrates common search components available in Employment

Descriptions Screening. Please note that the search components available for you to order may
vary depending on your account preferences. Specific components that are available
to order for your account can be viewed by clicking on the Individual Components
and Prices link, or scrolling through the list provided in the drop-down menu from
the Order Entry screen.

0’°LexisNexis“° Screening Solutions - Enterprise Edition formerly CPS Technical Support | LOG QUT

Home | Background Checks | Admin | Customer Service

Order Entry | Order Viewing | Background Check User Guide

Order | Subject Summary

Order Information

TEST LABEL 1 l:l TEST LABEL 2 l:l
Requester Email |:| Client Representative
Position Applied For l:l Backup REDresentatWE
Expected Annual Salary l:l@ Currency

For reporting US based criminal history convictions greater than 7 years.

Custom |—— Select a package -- Vl Prices

Standard| -- Select a package -- ||| Prices

Per Component

nselected Components Search Name Description
Address Information
Address Update: Name And Address Searc]

Alcohol Screening int; it Felony & Misdemeanor This search checks for all felonies filed at the
Articles Of Incorporation Credit Report (employment) upper-level court(s) and for misdemeanor
Asset Search Education information available at the lower-lavel court at
Bankruptcy Record Federal Archive Former Employment the county seat in the county requested.
Bankruptcy Records Hhs/oig & Gsa Lists Infractions and traffic violations are not included
Bankruptcy Records Military Locator The seriousness of the charge determines in

which court a criminal action is filed. Examples
of felony cases include grand theft, rape and

Business Financial Report

CP Criminal Record Search u murder. Examples of misdemeanor cases

CP National Criminal File State Insurance Check include trespassing, drving under the influence

Statewide Criminal (DUI), possession of a controlled substance and
petty theft. Response may include defendant,

case number, file date, charges and disposition

or current status.

Close This Window

Copyright ® 2010 LexisNexis Risl ions. All rights reserved.
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Packages

Package Packages in Employment Screening provide you with a convenient selection of

Details multiple component combinations. Depending on your account settings, you may
have the ability to add individual components to your package before your order is
submitted. Employment Screening package details can be viewed by clicking on the
Detail link associated to the corresponding package. The Package Detail window
will include the components included in the package, as well as the quantity of each
component. Please note that due to your account preferences, all packages may not
be available for you to order through Employment Screening.

CERTIFICATION
Education

Military Records
References

FEDERAL AVIATION ADMINISTRATION RECORD CHECK

Former Employment

* Pluzs disbursment fees where applicable.

Package Detail

INTERVIEW CMLY
Component Name

($10%)

Qty.
Included
1

[l el el o

An explanation of the package you selected is displayed above.
The guantity included column represents the maximum number of
each component type included in the package price upon initial
order. After an order has been placed, additional components can
be added an, but they will incur a separate charge.

|

Click Here To Close This Window

Copyright © 2011 LexisNexis. All rights reserved.
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Creating Your Order

Getting

To begin the Order Entry process, click on the Background Checks menu tab from
Started

the Employment Screening navigation bar at the top of the page. Select Order Entry
from the additional options displayed. .

@ LexisNexis»

i Screening Solutions - Enterprise Edition formerly

Technical Support | LOG OUT
Home | Background Checks | Admin
Order Entry

| Customer Service
| Background Check User Guide

| Order Viewing

Order | Subject Education

MVR Records Summary

Order Information

TEST LABEL 1 7 TEST LABEL 2 .
Regquester Email I:l Client Representative
Position Applied For I:I Backup REprE;EntativE
Expected Annual Salary l:“z Currency

For reporting US based criminal history convictions greater than 7 years.

Packages

Custom |~ Select a package --

Standard| -- Select a package -- % | Prices

M | Prices

Individual Components and Prices
Per Component Selection:

Unselected Components

Selected Components
Address Information ~ Cty Seat Felony & Misdemeanor
Address Update: Name And Address Search From Expe = Education
Alcohol Screening

Articles Of Incorporation

Asset Search

Bankruptcy Record Federal Archive
Bankruptcy Records

W
W

Bankruptcy Records
Business Financial Report
CP Criminal Record Search
CP National Criminal File b
Next >

Cancel Order

010 LexisNexis

Privacy Legal

Copyright © 2011 LexisNexis. All rights reserved. 14
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Selecting There are a variety of order options to choose from in Employment Screening,
Your Order allowing you to order both individual components and defined packages.
Preference e Anindividual component is a single search component.

o A defined package is one that is developed specifically for your company

Follow the steps below to start your order.

CONFIDENTIAL & PROPRIETARY

Step

Action

(Optional) Type your Client Reference ID in the Client Reference ID
field. The information entered into the client reference fields are tied to the
order and passed through to the billing detail. This information is
commonly used to sort or group orders by the information entered.

Tip: The Client Reference ID field is used to assist you in identifying your
order. For example, you may want to type a department or location name
in this field.

(Optional) Type your Client Reference 2.

Tip: The Client Reference 2 field is used for additional data to assist you
in identifying your order. For example, you may want to type a position
code in this field.

(Optional) Type the Position Applied For.

Type specific text to search for an applicant based on positions available.
Or use the drop-down list of available positions that have been setup for
your specific account.

Three options are available:

1. Free form text field which captures data entered to identify the
position.

2. Position Applied For dropdown list — list is approved by customer.
3. Position Applied For dropdown list with package mapping.

Note: Depending on your account setup, you may be required to select
Position Applied For in order to display packages.

Additionally, your account may only display a list of packages that have
been mapped to the position selected.

(Optional) Select the Applicant Type.

Use the Applicant Type drop-down to select Employee or Volunteer
status. When activated, the applicant type must be selected before a
screening order is entered.

Note: Applicant Type is an optional field. Please contact Customer
Support for addition information.

Select a package.

Note: Packages created by the user, are user specific.

Edit, Delete and Details buttons are available to maintain the user

Copyright © 2011 LexisNexis. All rights reserved.
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Step Action

specific custom package.

7 Once the package has been set, add on components may be available for
you to select in the Individual Components and Prices section..

8 Click Next to begin entering subject information.

@ ' LexisNexise | screening Solutions - Enterprise Edition erly CPS Technical Support | LOG OUT

Home | Background Checks | Admin | Customer Service

Order | Subject | Education | MVR | Records | Summary

Order Information

TEST LABEL 1 TEST LABEL 2

Clies

Standard|-- Select a package - | Prices

Cancel Order

Client Note: The Client Reference ID can either be an optional free form text field, or it can be set
Reference ID to be a required field with a specific format.

If the Client Reference ID value is ‘LIST’, the field will show a drop-down list. If the format is
not ‘LIST’ and is a single format, the format will appear next to the reference field.

The acceptable formats are:
999-9999

AAA-999

AA/AA 9999

99AA-999AAA
MM/DD/YYYY

LIST

Client The Client Representative field will be pre-filled with the logged in user’s User ID.
Representative This field can be displayed in two ways:

Field ° List
e Text Pattern

The label for client reference id and the format for each entry field is customizable.

Copyright © 2011 LexisNexis. All rights reserved. 16
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Client The Client Representative Backup field can be used if you want another person to
Representative receive the completed report notifications.
Backup Field

Copyright © 2011 LexisNexis. All rights reserved.
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Data Entr

General Use the Subject Information tab to enter in the subject’s personal information,
Concepts current address, Admitted Hits, and Case Special Instructions.

Note: The fields in red are required and must be completed before you can continue
with your order.

Admitted Hits The Admitted Hits section is an optional free-form text field that can be used to
Section enter in any admitted offenses by the subject. A date and location must be included
for the information to be considered relevant.

Case Special The Case Special Instructions field is an optional free-form text field that can be
Instructions used to enter in any additional subject information that may assist LexisNexis’s
Section Employment Services in processing the report.

Aliases/Other The Aliases/Other Names field is an optional field that can be used to enter an
Names Field additional name for the subject, such as a maiden name or alias.

If your account is setup with the preference to use this field, you may use the other
name(s) for criminal searches with one exception. The other name will not be used if
you are ordering a LexisNexis® National Criminal File report.

Follow the steps below to complete the Subject Information tab.

Step Action

1 (Required) Enter the subject’s personal information and current address.

Note: The city, state, and zip code are validated against each other.

2 (Required) The Social Security Number must be confirmed by entering
the number twice.

3 (Optional) Enter the charge, state, and location of any Admitted Hits
declared by the subject.

4 (Optional) Enter possible information to assist in processing your order.

5 (Optional) Enter Aliases/Other Names.

Tip: If you have more than one alias, click the + icon to add another alias.

6 (Optional) Enter any previous addresses.
Tip: If you have more than one address, click the + icon to add another
address.

7 Click Next to continue in the order entry process.

Copyright © 2011 LexisNexis. All rights reserved. 18
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L . = ; .
I_E)(ISMEXISm i Screening Solutions - Enterprise Edition Technical Support | LOG OUT]
i g P i
Heme | Background Checks | Admin | Customer Service
Order Viewing | Background Check User Guide
Order Subject | Education MVR Records Summary
~
Subject Information 1
Country
= _ ~] _
Last Name First Name Middle Name Generation (Ir,5r, etc.)
Does the applicant have a Social Security number? @ ves O No
|a_| _S rity Number(###- ﬁj:nflljlg? Social Security Candidate Email Addrass
Date Of Birth (MM/DD/YYYY) Phone Number Gender (M/F)
\ . ~
Address 1 Address 2
City/Municipality State/Region Postal Code
\ vl \
Admitted Hits
Special Instructions
Aliases/Other Names
Last Name First Name Middle Name Generation (Ir,Sr, etc.)
\ =%
Complete Name in Local Language Characters
Does the applicant have a maiden name?Maiden Name
(O Yes @ No |
Previous Addresses
Country Address 1 Address 2
= ~] |
City/Municipality State/Region Postal Code
\ 4 s
Start Date (MM/YYYY)  End Date (MM/YYYY)
I I | A/
[ < Previous ] [ Nexd > ] Cancel Order

Copyright © 2011 LexisNexis. All rights reserved.

19



Employment Screening — Enterprise Edition

CONFIDENTIAL & PROPRIETARY

Entering Education Information

General
Concepts

order.

Note: The Education screen is conditional and will only appear if you are ordering an
Education Background Report.

Use the Education screen to enter details about the subject’s education experience. Fields
indicated in red are required and must be completed before you can continue with your

If you are ordering a package that includes multiple education institutions, you have the
opportunity to add additional institutions to the search.

Follow the steps below to complete the Education Institution screen.

Step Action

results.

(Required) Enter the appropriate information in the required fields.

Note: Additional information provided will increase the accuracy of the

(Optional) Click the Add button to enter information about an additional
institution. Click on the delete button to remove an entry.

through screens.

Use the tabs across the top or the <<Prev or Next>> buttons to navigate

@ LexisNexis-

i Screening Solutions - Enterprise Edition | formerly CPScreen

Technical Support | LOG OUT

Order Entry

Copvright © 2010 LexisNexis Risk Solutions. All rights reserved.

Order | Subject Education

Home | Background Checks | Admin | Customer Service

| ©Order Viewing

| Background Check User Guide

MVR Records Summary

* If name used at time of education is different from the given name, enter that name in the
Alias/Other Names area on the Subject tab

Education
Country
UNITED STATES w
Institution Name(No .
Abbreviations) Institution Type
\ | vl
Institution Institution State/Region Institution Phone
City/Municipality & e
\ [= ~] |
Field Of Study/Major Degree Year Graduated GPA
\ ~] vl
End Date MM/DD/YYYY

Start Date MM/DD/YYYYor PRESENT Location
\ | | | | =<

[ < Previous ] [ Nexd > l

Cancel Order

Privacy Leqal

Copyright © 2011 LexisNexis. All rights reserved.
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ment Information
General Note: The Employment screen is conditional and will only appear if you are
Concepts ordering a Current or Previous Employment Report.

Use the Employment screen to enter details about the subject’s present and former
employment experience. Fields indicated in red are required and must be completed
before you can continue with your order.

If you are ordering a package that includes multiple former employment reports, you
have the opportunity to add additional employers to the search.

Follow the steps below to complete the Employment Information screen.

Step Action

1 (Required) Enter the subject’s current employment information.

Note: Do not enter present employer information unless the subject has
granted you permission to contact his/her current employer.

2 (Optional) Click the Present Employer selection box if applicable.

3 (Optional) Click + to add multiple dates or locations associated to your
employment entry.

4 (Optional) Click Add to enter information about an additional previous or
former employer.

5 Use the tabs across the top or the <<Prev or Next>> buttons to navigate
through screens.

Copyright © 2011 LexisNexis. All rights reserved. 21
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L . . H P
0 LexisNexis# i Screening Solutions - Enterprise Edition i formerly CPScreen Technical Support | LOG OUT
Home | Background Checks | Admin | Customer Service
Order Entry | Order Viewing | Background Check User Guide

Order Subject Education

Employment | MVR Other Records Summary

* WARNING: Do not enter present employer unless applicant has given permission to contact

Employment @
Country
[ UnITED STATES ~|
Employer Name
Employer Address
Employer City/Municipality State/Region Postal Code
3 v |
Paosition Held Salary Income Type
| = |
Contact Name Employer Phone
Reason For Leaving
End Date MM/DD/YYYY
Start Date MM/DD/YYYYor PRESENT Location
| | | |=
[ « Previous ] [ Nex = ] : Cancel Order

Copyright & 2010 LexisNexis Risk Solutions. All rights reserved.

Privacy Legal Fact Act Disclosure

Additional The +/- buttons are available for both the Employment and Education verification
Dates, process. You should use these buttons to submit or remove additional dates or
Locations, locations associated to the entry. For example, if the subject worked for an employer

and Positions with a lapse in time, you could enter the additional employment date range by
clicking the + button.

Use the date fields to enter the additional employment date ranges and the location
fields to enter multiple locations or additional positions held.

Copyright © 2011 LexisNexis. All rights reserved. 22
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Motor Vehicle Report Information

General Note: The MVR screen is conditional and will only appear if you are ordering a Motor
Concepts Vehicle Report.

Use the MVR screen to enter the subject’s driver’s license information. Fields
indicated in red are required and must be completed before you can continue with
your order.

Follow the steps below to complete the Motor Vehicle Information screen.

Step Action

1 Enter all required fields in red.

Note: Once the state has been selected, the required format for the
selected state will display below the fields.

2 Use the tabs across the top or the <<Prev or Next>> buttons to navigate
through screens.

~ . - . a o
“ LeXISNeXIS“’ i Screening Solutions - Enterprise Edition | formerly CPScreen Technical Support | LOG OUT
Home | Background Checks | Admin | Customer Service
Order Entry | Order Viewing | Background Check User Guide

Order | Subject Education Employment MVR | Other Records Summary

Drivers License Information

Country
UNITED STATES %
State/Region Driver's License #

o

If ordering MVR searches in the following states WV, PA, and
MH, please ma your correct fax numbs n file. Results
from these states cannot be delivered via the Internet.

010 LexisMexis Risk Solutions. All rights reserved. Privacy Leqal
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Using the Public Records Grid

General
Concepts

Adding
Criminal
Searches

Copyright © 2011 LexisNexis. All rights reserved.

The Public Records screen is a conditional screen that appears only if you have
selected a package that includes a criminal background search along with a social
security verification search.

All address information provided by the applicant and used in the data entry process
is populated on the grid. Additionally, if the Social Security Number Verification
(SSNV) component is included in the order, addresses returned in the verification
are also populated on the grid. The “Source” of the address is listed below address:
Applicant Provided or Developed by SSNV.

The addresses populated in the grid are associated with the Social Security number
you provided. The cities shown in bold are the locations associated with the
corresponding name in the first column. This allows you to run a criminal background
check in other locations where the subject has resided. By default, each location is
selected to be included in the search. To ignore the grid results and continue with
your order, click on Reset and then click Next.

Note: If you select more location/name combinations than your package allows,
there will be an additional charge.

Follow the steps below to add a criminal background search for one of the possible
name/location combinations found in the grid.

Step Action
1 Review the addresses developed during the order entry process.
2 (Optional) Enter any additional address locations to add to your existing

location. Click on the selection box next to the subject name.

3 (Optional) Click on Add to add the location to the Criminal Background
search.

4 (Optional) Exclude a location from the Criminal search by clicking delete
button to the right of the address.

5 Click Select All to add all locations to the Criminal Background search.

Click Reset to remove all locations from the Criminal Background search.

6 Use the tabs across the top or the <<Prev or Next>> buttons to navigate
through screens.
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ly CPScreen Technical Support | LOG OUT

O“LEXiSNEXiS‘” Screening Solutions - Enterprise Edition f

Home | Background Checks | Admin | Customer Service
Order Entry | Order Viewing | Background Check User Guide

MVR  Other

Employment Records | Summary

Order Subject Education

Possible Name/Location Combinations for Location-Oriented Components

Flease choose any combination of addresses and names to apply to the listed location based
zearches. Names in BOLD have been supplied by the application.

Mote: Address end dates will default to the current date if not provided. Flease indicate the

appropriate end date to ensure timely processing of your search request.

Country Address 1 County

[unITED STATES v | |

City/Municipality State/Region IPostaI Code |
v

Start Date (MM/YYYY)  End Date (MM/YYYY)

[JTEST, TEST Entered Name

Cty Seat Felony & Misdemeanor

123 FAKE ST

ATLANTA, GA (FULTON COUNTY)

SOURCE: Applicant Provided

Start Date (MM/YYYY)  End Date (MM/YYYY)

End Date Pre-Filled - Please Enter Actual
| IDZQD]-D End Date

TEST, TEST Entered Name

ATLANTA, GA (FULTON COUNTY)
SOURCE: Education
Start Date (MM/YYYY End Date (MM
( ) - End Date Pre-Filled - Please Enter Actual
| IDZQD]-D End Date

[JTEST, TEST Entered Name

< Previous ] [ MNeadt = Cancel Order

Legal Fact Act Di

Copyright © 2010 LexisNexis Ri olutions. All rights re: 5 Privacy

Customized The Public Record Selection currently has several customizable features. Contact
Public Record Your account representative for additional assistance.

Selection Grid The customizable features include:
e Limit Number of Public Records Ordered
e Pre-selection of Other Names on the grid

e Pre-selection of Developed Addresses on the grid

Copyright © 2011 LexisNexis. All rights reserved.
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Limit Number The Limit Number of Public Records Ordered feature allows you to lock the Public

of Public Record Selection grid to limit the number of name/address combinations that can be
Records selected.
Ordered With this option, you are prohibited from selecting combinations of names and

addresses that exceed their corporate designated amount. An error message
displays if a user attempts to order name/address combinations greater than the set
amount.

Note: Your account can also be set-up with privileges to override the limit set for the
Public Records grid.

Copyright © 2011 LexisNexis. All rights reserved.
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Adding Attachments

The attachments tab in Enterprise Edition will show required and/or optional

General documents for the background screening products ordered. Whether a document is
Concepts required or optional for a search depends on the rules loaded into Enterprise
Editions’ Validation Engine.
Note: Attaching a consent form to the application will disable Online signature for
that package.
lucation | Employment | M¥R | Other | Records Attachments . Summary
Instructions: For each component/element listed below, upload a copy of the supporting docurmentation identified in the
Document column,
Case Level Attachments
Document File Name
Suthaorization Form
Upload | ‘iew Delete
Component/Element Level Attachments
Document File Name Component; Country Name
Ernployment Letter or Experience Intl Farmer Employrment; Singapore; TEST
Certificate COMPANY
Intl Farmer Employrment; United Kingdom; ABC
COMPANY
Upload I Wiew I Delste
Using the Follow the steps below to attach all required documents at both the Case and
Upload Component/Element levels.
Window

Step Action

1 Click Upload to open the upload window.

2 Click Browse then select the file.

Applicant Mame: TESTER TEST

Select File: I Browse... |

Supported File Types: .doc, .xls, txt, .pdf, tif, tiff, .gif, .Jjpag, .jpeg, .bmp, .png, .xlsx, .docx

Upload | Cancel |

3 Click Upload to upload the file or Cancel to return to the Attachments tab.

Copyright © 2011 LexisNexis. All rights reserved. 27
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Reviewing Your Order Summar

General
Concepts

Submitting
Your Order

The Order Summary screen allows you to review your order information before
submitting the order.

Follow the steps below to submit your order for processing.

Step Action

1 Review each section of the Order Summary screen to determine if all the
subject information is accurate and correct.

2 Use the Edit buttons to edit any information that is incorrect or to include
additional information.

3 If you are satisfied with your order, click Next to continue to the Checkout
screen.
] . . :
0 LexisNexis* Screening Solutions - Enterprise Edition ; formerly CPScreen Technical Support | LOG OUT
Home | Background Checks | Admin | Custemer Service
Order Entry | Order Viewing | Background Check User Guide
Order | Subject  Education  Employment  MVR | Records Summary
A
General Information
Package: PER COMPONENT
TEST LABEL 1: none Client ID:
Requester: Requester Email:
TEST LABEL 2:
Position Applied For:
Expected Annual Salary: Currency:
Subject Information
Subject Name: TEST, TEST Social Security #: 111-11-1111
Address: 123 FAKE ST Date of Birth:
ATLANTA, GA US Driver's License: GA 123456789
Email Address:
Education Verifications
Name(No Abbreviations) Country Start Date End Date Degree Data Entry Status
UNITED STATES Masters Complete
Employment Verifications
Employer Name Country Start Date End Date  Position Held Data Entry Status
FAKE EMPLOYER UNITED STATES MANAGER Cemplete
Motor Vehicle Verifications
Country State/Region Data Entry Status
UNITED STATES GEORGIA Under Canstruction
Public Record Verifications i 3
Component Name  Source City County State/Region Country Data Entry Status
Cty Seat Felony & TEST, Applicant UNITED
Misdemeanor TEST Provided ATCANTA EULTON GEORGTA STATES SRincte,
&
Submit Order Cancel Order

Copyright & 2010 LexisMexis Risk Solutions. All rights reserved. Privacy Legal

Copyright © 2011 LexisNexis. All rights reserved.
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Canceling If you wish to cancel the order, click Cancel Order.

Order
Requests

If you cancel your order and the Social Security Number Verification component was
already completed for the criminal background search your account will be charged

for this individual component. You will be notified of this charge by the screen below.

@ LexisNexis+

Secreening Solutions - Enterprise Edition | formerly CPScreen

Technical Support | LOG OUT.

Home | Background Checks | Admin | Customer Service

Cancel Order

Cancel this order?

Copyright ® 2010 LexisNexis Risk Solutions. All rights reserved.

Privacy Leqgal Fact Act Disclosure;

Reviewing and Submitting Your Order

General The Checkout screen allows you to review your order information before submitting

Concepts the order.

NOTE: The Checkout screen is an optional feature. Please contact Customer
Support for additional information.

Submitting Follow the steps below to submit your order for processing.
Your Order
Step Action
1 Review each section of the Order Summary screen to determine if all the

subject information is accurate and correct.

2 Use the Previous button to return to the Summary screen if any changes
must be made to the order.

Copyright © 2011 LexisNexis. All rights reserved.
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Step Action

3 If you are satisfied with your order, click Submit Order to send the order
to LexisNexis® Screening Solutions for processing.

Note: The Under Construction process allows the requestor to submit an
order without all required information. The order automatically goes
“under construction.” The requestor will see that order in order viewing.
Please note that the order is on hold and will not start the background
screening process until the required information is provided.

When the requestor views the order in order detail screen, there will be an
edit button that displays next to each item that is under construction and
the recruited can add the missing information.

=] . . 5 - =
0 LexisNexis=® i Screening Solutions - Enterprise Edition | formerly CPScreen Technical Support | LOG OUT
Home | Background Checks | Admin | Customer Service
Order Entry | Order Viewing | Background Check User Guide

>

Thank you for your request.

Your order has been successfully submitted, and has been assigned the Order ID number of 11696754,

Add &nother Order | [ View This Order |

010 LexisNexis Risk Solutions. All rights reserved. Privacy Legal Fact Act Disclo:
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Duplicate Order Checking

General
Concepts

Depending on your account settings, Employment Screening can automatically
check for duplicated orders prior to the case being submitted. This reduces the total
number of deferred items based on duplications. The duplicate checking logic
considers the order a duplicate if there is a subject match based on subject
information.

If there is already another order in the system for the subject under the same
account number, this screen will notify you before you submit your order. You have
the option to ignore the duplicate warning and submit your order with the duplicate
included or to delete the duplicate order. Click Cancel to delete the duplicate order.

Duplicate

This order is a duplicate of order id 11897133 that was created on
3/5/2010 with a status of In Progress®.

Check For Duplicates Again: & ves () No

Submit Order ] [ Cancel Order ] [ Retum ] [ Leave In Defemed ]

Leave in
Deferred

Click |__LeaveInDefered | 4 man the status of the duplicate order as “Deferred”
on the Order Results screen.

Copyright © 2011 LexisNexis. All rights reserved.
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Online Signature for Orders

General Online Signature allows the applicant to electronically sign the consent form before a

Concepts background check is performed. This is an optional feature that is activated at the
account level which adds online signature to ALL packages. There is also a package
level option to remove online signature from a specified package. Online signature
will be automatically applied to all ala carte orders.

Submitting Follow the steps below to initiate the Online Signature process which will be
Your Order completed by the applicant prior to a background check being ordered.
Step Action
1 Even when online signature is enabled, the option to use the attachment

feature still exists. If you choose to upload the consent using the
attachment feature, online signature will be disabled for that order.

Account: 1234ABCOE - SMITH
"o : . Have an idea?
. LexisMNexis+ { Screening Solutions - Enterprise Edition Technical Suppert | LOG DUT

Home | Screening | Admin | l:lBllIm!FEBNIIB | Reporting

Order | Subject | Other  Records  Attachments  Summary

Package: DRIVERS

Client Reference 1D: none Clicnt ID: S10726AA4

Requester: Requester Email:

Client Reforence 2: “onsent Status: MR cquester Provided Consen

Position Applied For: [}5

Expected Annual Salary: Currency:

Subject Information Edn
Subject Name: Social Security #:

Address: Date of Birth:

Email Address:

OTHER COMPONENTS

Component Data Entry Status
Certification INDER CONSTRUCTION

PUBLIC RECORD VERIFICATIONS

Component Name Source city County State/Region Country Data Entry Status
Cty Seat Felony & Applicant UNITED
h Bt ATLANTA FULTON GEORGIA s COMPLETE v

<« Prewicus Mew > Submit it
Privacy Polic ack Act Disclos,

y Legal Fack Act Discl

1t @ 2011 Lexishexis Risk Solutions, All rights reservec i
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Step

Action

2

Prior to submitting the order, the summary tab will pre-populate the email
address if it was entered on the subject tab. If not, you will be required to
provide the candidates email address.

Account; 1234ABCDE - SMITH

B & . . p Have an idea?
. LexisNexis { Screening Solutions - Enterprise Edition Technical Support | LOG OUT

Home | Screening | Admin Cmnmarsuwln | Reporting

Order | Subject | Other  Records

A
WARNING!

¥ou have entered incomplete data for one or more elements. If you choose to proceed with the ordering process,

hese elements will be left in an “Under Construction™ status.

Request for Missing Information

nformation for this individual is incomplete and should be referred Email:

pack to Human Resources or the applicant for completion. Confirm Email:

General Information

Package: DRIVERS

Client Reference TD: nons Client 1D: !

Requester: SMITH Requester Ema: :

Client Reference 2: Consent Status: Consent Missing

Position Applied For:

Annual Salary: Currency:

Subject Information

Subject Name: DOE, 10HN Secial Security #:

Address: Date of Birth: a

et >

A system generated email is sent to the applicant with a secure link and
instructions to sign the consent.

Frome LIS S Pk P D8 £ A Won IR E1ee
Ta: Do, inhn
=
Sugee Bl ~ s Laan ks Al onal b el

Jear JIHY, =
“ou ently apalied for @ posltion with 250 CORADRATION.  The enplesment Dackground screening for this positlon iz

aeing cuond.cted e LesisMesis® scresning solutluns.

we Bl Vour Help
e e e s b mnel sl appe
his
Aullisle avuil

wlp, Lealshiale® G vwwnlop informaiam

Lexisdeis Tl

1A,

w4 SEUT R s pAE D oWl T Faem

L TH e Site is aeT

“our seckgeaund check erder TO 15 1BEEI0G.

Jirections
whin 4you access yeur secure site poo wil_ be reculree to erecte 4 password 2ng g securlty questlon. This will sllew you
to re-ontet the socure site as noeded.

when vou complete the leghn regiszrotien you will zee g help seeesn sting 51l of che acditien:zl dnformatien roeced fron
vou. Tlick the Tlese buttasn eon the Felp =cress te procesd.

wgur =ecure site will show two or nore tabs along the top, addizional dsta reeded fron scu is Listed ss helpful links cn
the Lefthard side of the screes, s oy click each of these Links they will take you directly to the correspending Tleleds
e data Is reguired, Malice Lhat wfie hawe enieed dala Do Chese fielis Lhe red "2 11 turn

3 green Clecemarks indlialicg thal the fimlds acw conplele, Voo can slso oaeigele Die soveen by o1 Lonn Lhe Lubs
sleng Uhe Lap.

Afrer BnTEing 411 of part of the addiTianal Dnformerios nesded FOoT pau, plRase flick The Subslt Buttan,
If wo. hawe not subnltted sll recuirec dsta wou 2411l receive s follow-vp enzil. ¥ou can re-legl- later zo corplete the
data entry.

F s mewd ammletance plesse cpll Lexisesis Suppoari:

= L5,

rer-atiaowl T CRCEFREEER

o SeCure Site GccReg
Dleask Clitk herB AR Rl s an s ey R AR Nk Ry A 440 AT MNA 41 3R 5 G0 N S AL IR UIHE -4 BATATGRD MRS T srrass
YOur SRECurE site or COpY &NC piETE this URL 1-to yaur [ T TN T

bbbas: e oreering i pes s om0 A1 358 rk T kse= 032 BT

Aleazz cemoleze wizhin 71 houris}

“he links to so.r sezure wek aite will expire wizhin 71 hewris), 2o plesse enter the nissicg inforraticn prier to thst
time. If you Fewe sny gqeestions, plesse centsc: vour recruiter.

fank yuu Aesinlanie,

¥ plpase dn nat Feply To This evall ==
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Step

Action

4

The applicant uses the secure link to access LexisNexis. The applicant
will be required to create a password and select a security question and
provide the answer. This will be used to reenter LexisNexis should the

applicant wish to revisit LexisNexis.
@ LexisNexis»

i Screening Solutions - Enterprise Edition

For Support Call: 1-800-88¢

LOGIN REGISTRATION

Please create your password and security question. You may use your password when returning to the site to complete your submission.

Your password must adhere to the following rules:
* Must be at least 8 characters.

= Must contain 3 of the following 4 types of characters:
Upper case |stter A-Z
Lower case |stter 5.2
Digit 0-%
Special characters 1@ = ~ ()
* Must not contain:
Order 1D,
3 of the same character in succession.

If you need assistance, please call Lexishexis Support.
Order ID 237524

First Name TEST
Last Name TEST

Email Address

* Password

* Confirm Password

you to log in.
* Security Question | In what city were you born?

| 63—

Refresh

* Security Answer

the image.
* Image Value

Please enter the exact value displayed in

Please choose a security question and previds the
answer below. If you ferget your passwerd, yeu
will be prompted to answer this question to enable

~

Copyright © 2011 LexisNexis. All rights reserved.
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Action

5

After reading the Consent and Authorization Form, the applicant can
select Yes or No to accept the terms of the Online Application. If yes is
chosen, the signature block below becomes active. If no is chosen, the
applicant will received a paper based PDF consent form with instructions
to sign the form and fax it to LexisNexis.

Once the signature block becomes active, the applicant uses their mouse
as a pen and signs their name. A clear button can be used to clear the
signature and retry until the applicant is pleased with the signature.
Clicking on the accept button will submit the consent and the signature to
LexisNexis. Clicking the decline button will send an email with a paper
based PDF consent as mentioned above.

O“LexisNexiS" Screening Solutions - Enterprise Edition For Support Call: 1-800-888-5773
DISCLOSURE

NOTICE TO APPLICANT REGARDING BACKGROUND INVESTIGATION
IMPORTANT - - PLEASE READ CAREFULLY BEFORE SIGNING ACHNOWLEDSEMENT

AUTHORIZATION

‘You agree to give ABC Corporation your consent and authorization to perform a
backaround cheek for the purpose of emplaymant screening.

I have read the consent and authorization and give my consent as set forth above () ves () po

Your signature below acknowledges that you have read and understand the infarmation in the consent/authorization. You may print 8 copy of your consent after
dlicking Accept. In addition, you will receive an electronic copy of your signed consent via email.

Please read and accept the terms before signing here.

Hold down the left mouse button to draw your signature.

© 2011 LexisMexis Risk Solutions. All right

CONFIDENTIAL & PROPRIETARY

The applicant will see a message indicating that the consent form was
successfully signed and submitted. They will be given the option to view
and print their signed consent form. Click here to view and print a copy of
the signed consent form. Clicking Next will exit the application.

S | . .
@ LexisNexis= | screening solutions - Enterprise Edition For Support Call: 1-800-888-5771

A

Consent and Authorization

Yeur signed consent was successfully saved and submitted for review.

Click here to view and print a copy of yeur signed censent.

Copyright © 2011 LexisNexis. All rights reserved.
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Step

Action

7

You can manage all orders that are on hold pending an applicant’s
acceptance by using the Consent Status Dashboard. The dashboard lists
each status and the number of orders. The number is a link that will

display all orders in the status.

Consent Management

Consent Ermail Viewed

Account|51072644A |'CI 2] Range| Last 7 Days % |
| Update |

Status ) Counts

Consent Declined 1

Consent Expired 1

Consent Missing -

Consent Email Sent 11

Copyright © 2011 LexisNexis. All rights reserved.
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Receiving Confirmation

General Submitting your order will launch a confirmation page that displays an Order ID
number. This number will be used to reference your order. From this screen you

Concepts
have the option to add another order or to view your existing order. The Add
Another Order option will initiate the Order Entry process from the beginning so that
you may order for another subject. The View This Order option will launch the Order
Viewing process.
ewLEXiSNEXiS“ Screening Solutions - Enterprise Edition formerly CPScreen Technical Support | MI:
Home | Background Checks | Admin | Customer Service
Order Entry | Order Viewing | Background Check User Guide

Thank you for your request.

Your order has been successfully submitted, and has been assigned the Order ID number of 11896754,

[ Add Another Order | [ View This Order |

Fact Act Dis

Copyright @ 2010 LexisNexis Risk Solutions. All rights reserved. Privacy Leqal
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Rescreen Manager

Overview

The Rescreen Manager is a notification process which reminds Employment

Screening customers to rerun a background check on an applicant with a report that
is about to expire. Notifications can be set to rescreen the applicant at a time frame
specified by the customer in days, months, or years. Once a month, an email will be
sent to all of the contacts on the account with a list of applicants that will expire.
Applicants that must be rescreened will remain on the rescreen list for a time frame
specified by the customer in days, months, or years. There ions to remove an
employee from the list permanently or just for this cycle. When an applicant has
been rescreened they will automatically be removed from the list.

NOTE: The Rescreen Manager is an optional feature. Please contact Customer
Support for additional information.

Step Action

1 Select Rescreen Manager from the Background Checks menu.

2 On the Results tab, click the + next to the name of the applicant that you
will order the report for.

3 The Order Entry screen will open with all fields pre-populated with the
information entered when the report was last ordered.

4 Review the pre-populated fields and update any information that may
have changed since the last report before completing the order.

Account: 510726WPP - KYLE
Technical Support | LOG OUT

@ LexisNexis-

. Screening Solutions - Enterprise Edition | formerly CPScr

Home | Candidate Data Captdre | Back(jround Checks | Admin | Customer Service
Order Entry | Rescreen Manager | Order Viewing | Background Check User Guide

Filter

1-17 of 17

Social Security#: Created
El 10003459 CEEGENII SMITH, TOM 641-53-X00XX 1/6/2009
| 10003875 GEE==L Y 1A COBS, SALLY 986-73-2000( 1/6/2009
O 10015644 GRS NG IONES, HENRY 557-22-XXxX 1/7/2009

Action: | Select Option LAl

Copyright © 2011 LexisNexis. All rights reserved.
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View Order Results

Overview

In this
Chapter

Employment Screening provides tab-based order viewing navigation so you may
quickly toggle between the search options, result, and order details. If you are not
satisfied with the search results returned, you may click the Search tab to review
and/or refine the search criteria.

LexisNexis® Screening Solution’s Order Viewing capabilities allow you to search for
submitted orders by filtering the Order Information, Subject Information, and
Report Status. You may also perform an advanced search by selecting specific
results options. The Order Viewing procedure may vary depending on the
Employment Screening settings for your account.

This chapter discusses the views and report for Employment Screening, the filtering
criteria available to assist you in searching for your results, actions presented from
the Order Detail screen, and how to read your reports.

Topic See Page
Employment Screening Filtering Option 33
Order Viewing 38
Viewing Order Details 41

Copyright © 2011 LexisNexis. All rights reserved.
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ment Screening Filtering Op

General Employment Screening launches the Search Options screen when Order Viewing is
Concepts selected from the toolbar. The Search Option screen allows you to enter and select
multiple criteria to filter for specific reports to view or print.

From viewing the search Results listing page(s), you can click on the Search
Options tab to review the original criteria retained and/or further refine the search
criteria.

Enhanced options to search results include the ability to search by component status
(including Decisional components), position, progressive orders only, and batch

orders only.
Step Action
1 The Order ID is the confirmation number you receive once an order has

been submitted.
(Optional) Select Order Viewing.
Type the Order ID number in the Order ID field.

Note: The % symbol can be used as a wildcard in the client reference,
position, requestor, SSN, and subject’s last name fields.

2 The Client Reference ID is an optional field from the Order Entry
screen. This field is used to identify reports so that you can sort or filter
reports with easy.

Note: This may be customized depending on your account setup.

3 Enter the date range in the Date From and Date To fields to view reports
for a specific period.

Note: The default date range will be for the past two weeks.
(Optional) Input the Date From and Date To.

The Search Result defaults to orders submitted in the last 14 days.
However, you may request a search that goes back further by changing
the date range. You will be limited to a 90 day date range, except when
using additional filter criteria.

If only one date field is used (Date From or Date To), the search will be
defaulted to 90 days.

Note: You must use last name when filtering by first name.

Copyright © 2011 LexisNexis. All rights reserved. 40
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Step

Action

specified consent status.

4 The Consent Status drop down allows results to be filtered by a user

@' LexisNexis® | screening Solutions - Enterprise Edition
Home | [FZZI00Y | Admin | Customer Service | Reporting

Order Entry | Order Viewing | User Guide

splayed personally identifiable information is customer provided or

Account: 1234ABCDE - SMITH
Have an idea?
Technical Support

is masked based on CUSLOM CONAGUIAtON SEEtings.

Client Reference 10

Client Reference 2

Date From (MW/DDATYTY) |04/11/2011
Date To (MW/DDAYYY) |04/25/2011 ]
Score Result

Component Status -

Consent Status

search Name

Euns&! Expired ||
Consent Missing g
Consent sent
< vi

nnnnn t Viewed
(All Users)

Package Type

Package Name
Requester
Position

Cormpleted Orders On

Flag
3| |Report Status

Sort By

Last Name.

My Reports Only

% = [ &

via Administration.

5 Package Name includes those custom packages that have been setup

rights to view reports.

6 (Optional) Progressive Orders — click the checkbox to filter results based
on cases setup for progressive ordering. This option is only displayed if
your account has packages setup for progressive ordering.

(Optional) Batch Orders — click the checkbox to filter results based on
cases submitted via the batch ordering method. This option is only
displayed if you are set up for batch ordering and have proper security

@' LexisNexis®

Technical Support | LOG OUT
Screening Solutions - Enterprise Edition | formerly CPScreen

Home | [FTTTZITCNETT70 | EEV | Admin | Customer Service

Search Options.

Order ID
Client ID / Hierarchy B[l
TEST LABEL 1

TEST LABEL 2

Date Frem (MM/DD/YYYY)

Date To (MM/DD/YYYY)

Order Options

Score Result [=

Subject Options

First Name

Last Name

l

EE

sme [~

Report Options

v
v

V|| [report status
Component Status Sort By
Search Name [(all searches) v My Reports Only [m]
Package Name [(all Packages) v
Requester [call users) | mezq
Position

Completed Orders Only

In Process Orders Only

R
[m]

[m]

0 —

Progressive Orders Only

- Al rights reserved.
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Hierarchy If you have the proper access privileges, there will be a link provided to open the
Selection Hierarchy Account Selection Table so that you can jump between accounts within
the hierarchy without going back to homepage.

Click on the file folder image next to the Client ID field to access the Hierarchy
Selection window.

Once the account within the hierarchy has been selected, Hierarchy will be bolded
and the account will be displayed in the Client ID/Hierarchy field.

Additional There are additional search options for you to use when narrowing down your
Search search. These six options will allow you to increase the accuracy of your search
Options results.
Step Action
1 Case Score allows you to make a selection to return case results based

on the selected case status score. The drop-down list box will contain the
following values: Decisional, Eligible, Ineligible, Preliminary, Retain in
Place, and Supplemented.

2 Component Status tab allows you to filter results by whether a search is
Completed, Processing, Deferred, Delayed, or Constructing.

3 Position Applied For — if the position field is used during Order Entry,
you may search for applicants based on positions available or make a
selection from a drop-down list of available positions that have been
setup.

Tip: The % symbol can be used as a wildcard.

4 Subject Options allows you to type specific text in field to search for
applicants based on their first or last name, SSN, and/or State.

Tip: The % symbol can be used as a wildcard.

5 Report Options allows the user to sort through search results based on
the following
e Flag Status — Red indicating Yes, indicating Indeterminate,

Green indicating No
e Report Status — Printed, Not Printed, Unread

e Sort by — Last Name, Last Updated, Date Ordered, Requestor,
Order Status, SSN, and Order ID

Copyright © 2011 LexisNexis. All rights reserved.

42



Employment Screening — Enterprise Edition

CONFIDENTIAL & PROPRIETARY

Step

Action

6

Quick Links provides the ability to access the background results based
on the following quick links from the Search Options page.

Unviewed Completed w/Alerts — when selected, shall return all
completed background searches with red or yellow status flags
that have not been viewed.

Unviewed Completed — when selected, shall return all completed
background searches that have not been viewed.

In Process — when selected, shall return background searches
that have not been completed.

Deferred Awaiting Further Input — when selected, shall return
background searches that have been rejected and requires
additional information before the search can be conducted.

In Process-Delayed — when selected, shall return background
searches where additional information is needed or more time is
required to complete this request.

Under Construction — When selected, shall return background
searches where information required is missing and must be
submitted before the search can be conducted.

Batch Viewing — When selected, launches the Batch Viewing
interface.

On Hold Orders — When selected, returns cases that were
submitted via XML without a valid SSN.

Copyright © 2011 LexisNexis. All rights reserved.
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Order Viewing

General
Concepts

Using Search
Results

LexisNexis® Screening Solution’s Order Viewing features are supported by a tab-
based viewing interface separating three viewing functions: Search Options,
Results, and Order Detail. The Results function allows you to quickly review case
order statuses returned from your search.

The Results screen allows you to specify the report(s) and action intended for the
selected report(s). It displays the Applicant’s name, Requestor’'s name, Applicant’s
SSN, Report type, Search status, Viewing/Ordering history, and Consent History.

Note: You can click the column header to sort results by that specific column.

Account: 1234ABCDE - SMITH

. . . | Have an idea?

‘ LexisNexis® i Screening Solutions - Enterprise Edition Technical Support | LOG OUT
Home | CL000E | Admin | Customer Service | Reporting

Order Entry | Order ¥iewing | User Guide
All fuily displayed personally identifiabie information s customer provided or is masked based on custom configuration settings,

Status Type Requester Ordered Updated Viewed Consent History
[0 poE.JoHNA 000-00-0000  ©On Hold - Email Sent BLAYDEN T  04/20/2011  04/20/2011 i
[ poeotne 000-00-0000  On Hold - Email Sent JACK M 04/22/2011  04/22/2011 i ’
[0 DoE.JANE X 000-00-0000  ©On Hold - Email Sent BLAYDEN T 04/22/2011  04/22/2011 i
[ poEjoHnG 000-00-0000  On Held - Email Sent BOB Z 04/22/2011  04/22/2011 %
[ DoE.JaNEP 000-00-0000  ©On Hold - Email Sent SALLY M 04/25/2011  04/25/2011 i
[0 DpoEaneo 000-00-0000  On Hold - Email Sent HEMRY F 04/25/2011  04/25/2011 %
[0 DPoEJOHNY 000-00-0000  ©On Hold - Email Sent BETH K 04/25/2011  04/25/2011 i
[ poE.aaneL 000-00-0000  On Hold - Email Sent WILL F 04/21/2011  04/21/2011 i ’
Case Actions: ~ * Derogatory Results ** pdditional Review Required”

Solutions. All rights
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Status A key section on the Results screen is the Status section. The following table
Descriptions describes the possible order statuses for a report.

Status
Completed

Decisional

Eligible

In Progress

Pending

Preliminary

Retain in Place

Supplement

Description

Order has been received, processed, and completed. A
Completed status means that no additional information will be
received for the report. This status can be followed by an * to
indicate that derogatory information was found. This status
can also be followed by ** to indicate that a review is required.

Order has been received, processed and completed; however
a review is required.

Order has been received, processed and completed. No
derogatory information was found.

Order has been received but the report information is pending
and unavailable to be viewed.

Order has been received and patrtial report information is
available.

Enough information is available from the initial report to
possibly enable you to make a hiring decision.

Order has been received, processed and completed; however
there is a retain in place.

Order has been received and partial report information is
available. The final decision will be supplemented.

Order Results The following case actions can be performed from the Results screen.

Case Actions

Selection
Order Details

Fax

View/Print

Download

Copyright © 2011 LexisNexis. All rights reserved.

Description

Launches the Order Detail screen.

Produces a window allowing you to enter a fax number and
cover page message. Click the Submit button to submit your
fax request for processing.

Launches the full report(s) for the case(s) you have selected.
Use your internet browser’s print options to print the full
report(s).

Provides the ability to download selected results from the
Search Results or Order Detail page.

CONFIDENTIAL & PROPRIETARY

45



Employment Screening — Enterprise Edition

Selection
Print Card

Customer Service
Inquiry

Clear Viewed Date

Copyright © 2011 LexisNexis. All rights reserved.

Description

Allows for the printing of a eligibility card. The card will display
the following, issue date, client reference field(s), package
ordered, and the date application becomes eligible.

Note: The card can only be printed if the case is completed,
clear or completed eligible and the account user has
appropriate setup privileges.

Note: For more information about print cards, refer to the print
card user manual available in the Inside Employment
Screening portion of the website.

Launches a window to allow you to send a customer service
message to LexisNexis Screening Solutions regarding the
cases selected from the Results screen.

Note: Upon submission, you will receive a confirmation
message stating that you will be contacted via the e-mail
address or phone number configured in your user
preferences.

Deletes the date displayed in the Last Viewed section on the
Order Listing page.

CONFIDENTIAL & PROPRIETARY
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Viewing Order Details

General Depending on your account setup, the Order Detail screen will display your results

Concepts based on the filtering criteria and Results preferences. Employment Screening
allows tab-based order viewing navigation so that you can quickly toggle between
the Search Options, Results, and Order Details. If you are not satisfied with the
search returned, you can click the Search Options tab to review and/or refine the
search criteria.

Report type will be indicated by the icon in the Applicant tab. Click on the report
type icon to launch the full report details.

Account: 234525C54A - SMITH]
Have an idea?

S " - B 5 { T A
“ LexisNexis® ¢ Screening Sofutions - Enterprise Edition  Technical Support | LOG OUT

Home | [Sac:000 | Admin | Customer Service | Reporting

Order Information

In Progress Package: DRINVERS Requester: SMITH)
Account: S107Z6AAA Client Reference ID: NOME

DOF. 10HN Office Code: wWP= Client Reference 2:
EE— ]
T Dany. com Case ID: 1004805
Case Actions: |- v [ S ubrnit J q%] Surnmary of Consumer Rights
-
Search Status Completed
Cty Seat Felony & Misdemeanor .
F ATLANTA, FULTON, GA Processing 05/09/2011
Certification )
Ll m Under Construction  05/09/2011
Element Actions: | - » | [ Subrnit J

ht & 2011 Lex xis : Solutions. All rights reserved. Privacy Policy Legal Fact Act D

Viewing Order Follow the steps below to view the Order details or the reports selected from the
Details Search Results screen.

Step Action

1 Click on the corresponding selection box of the cases for which you wish
to view the Results. Or click on the Select All box to select all cases.

2 Click the applicant name link on the Search Results screen to view the
results.

Copyright © 2011 LexisNexis. All rights reserved.
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3 Select the appropriate Case Action based on your desired result set. The
Order Details for selected criteria launch in separate tabs.

4 Clicking on the paper clip icon will view Case Documents that may include
a online signature consent form.

Order Detail
Instructions

Holding the cursor over a report type icon will display a description of that report
type. Descriptions include background, drug screen, alcohol screen, physical exam,
test schedule, and fingerprints. If you click on the report type icon, it will display the
full report.

An asterisk (*) will appear next to the cases status of derogatory reports in the
Search Results and Order Details. Derogatory case reports will have one or more
underlying elements that trigger a red flag status.

e An asterisk next to the name indicates that the Social Security Number used
to perform the search was invalid.

o An asterisk next to the case status indicates the case contains derogatory
information.

A double asterisk (**) will appear next to the case that are completed and contain a
yellow flag. This indicates that there may be decisional elements within the final
report.

Navigation
Tabs

You can change your order selection by toggling between Order Detail tabs.

Tip: The name of your selected package is displayed above the Possible

Step Action

1 The arrow buttons in the upper right corner allows you to view other
Order Details next to your order.

2 The Applicant Selection folder located on the right side of a tab will also
allow you to view Order Details.

Tip: You can click on the Results tab again to select more cases. You can also click
on the Search tab again to refine your search.

Order
Information

The Order Information section incorporates basic information about the search,
including the report type, search subject’'s name and SSN, as well as the Order ID,
account number, and name of requestor.

While viewing the Results listing page(s), you can click on the Search Options tab
to review the original criteria retained and/or further refine the search criteria.

Copyright © 2011 LexisNexis. All rights reserved.

48



Employment Screening — Enterprise Edition CONFIDENTIAL & PROPRIETARY

Searches The Searches column on the Order Detail screen displays each search component
that was included in your order. Additional features of Employment Screening enable
you to see the name of the educational institution or employer queried for the report.

¢ Click on the component link to view specific details related to a search
component.

e Or select the element(s)/search and use the View/Print element action.

1 H H ; .
e LexisNexis=® i Screening Solutions - Enterprise Edition | formerly CPScreen Technical Support | LOG OUT]|

Home | Background Checks | Admin | Customer Service

All fully displayed personally identifiable information is custemer provided or is masked based on custom configuration settings.

Search Options Results el [2]

Order Information

@In Progress® Package: PER. COMPOMNENT Requester:
9 Account: TEST LABEL 1: NOME

DOE, JOHN* Office Code: WPS TEST LABEL 2:
123-45-678%9 Case ID: 11896760
Case Actions: | - V| [ Submit ] Summary of Consumer Rights
o al Flag -, Search Status Submitted Completed

O MAcset Search Processing 2f12/2010

O MAccet Search Processing 2f12/2010

Bankruptcy By Personal Name .
Processin 2/12/2010

o ALPHARETTA, FULTON, GA g

Element Actions: | - V| [ Submit ]

Copyright @ 2010 LexisNexis Risk Solutions. All rights reserved. Privacy Legal FactActD

Submitted/ The Submitted/Completed column displays the date when the search was ordered
Completed and the date when the report was completed.
Status The Status column displays the search case results based on predefined queries of

completed, unviewed, not printed, and in process cases. This will give you the status
of your order and allow you to manage your order.

Copyright © 2011 LexisNexis. All rights reserved. 49



Employment Screening — Enterprise Edition CONFIDENTIAL & PROPRIETARY

Flag Click on the alert flag natification icon to open a description window providing details
about the alert.

The alert description window lists the discrepancies found for each search
component, if any, and details what the discrepancy is and what may have caused it.
If the status indicated a red flag, one of the components in the report will include a
red flag.

Order Details The following functions can be performed on the entire case using Case Actions on
Case Action the Order Details page:

o View/Print

e Download

o Fax

e Customer Service Inquiry
¢ Re-send Consent Email

e Track

e Print Card (if applicable

o Adjudication (if applicable)
e Adjudication History (if applicable)
o Correspondence Letters

e Add Search

Element The functions displayed below can be performed on selected elements using
Action Element Actions on the Order Details page: Note: Some options are only available
if added to your account.

%] . .
@ LexisNexis= Screening Solutions - Enterprise Edition | formerly CPScreen Technical Support | LOG ouT|

Home | Background Checks | Admin | Customer Service

All fully displayed personally identifiable information is customer provided or is masked based on custom configuration settings.

Search Options | Results s E

Order Information
Iﬁl“ Progress® Package:  PER COMPONENT Requester:
Account: TEST LABEL 1:NONE
DOE, JOHN* Office Code: WPS TEST LABEL 2:
123-45-6789 CaseID: 11896760

Case Actions: | - v/ Summary of Consumer Rights

View/Print
Dewnload (PDF)

FI[S. Status Submitted Completed
Add Search f
O Customer Service Inquiry Processing 2/12/2010
0 Asset Search Processing 2/12/2010
Bankruptcy By Personal Name
O ALPHARETTA, FULTON, GA 9 Haz/2000
Element Actions: | - v

Copyright © 2010 LexisNexis Risk Solutions. All rights reserved. Privacy Legal Fact Act Disclosure
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Administration

Overview All Employment Screening users will not be designated as a Employment Screening
administrator; however, there are some Administration options that every
Employment Screening user will use routinely. For example, two administration
functions that every Employment Screening user can access include changing
passwords and individual preferences.

In this This chapter discusses the following topics.
Chapter
Topic See Page

Administration Options Overview 46
Edit User Settings 47
Access Company User List 53
Edit Company Settings 55
View Managerial Reports 60
Custom Package Maintenance 62
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Administration Options Overview

Overview On the Employment Screening toolbar, use the Admin option to:
e Change your own settings and preferences.
e Change another user's settings and preferences.
e Set default options for yourself, other users, and your company.
¢ Modify your company's information (i.e. billing and contact information).
e View managerial reports.
o Create user specific custom packages.

Tip: Not all features are available to all users. For example, all users can change
their own preferences; however, to grant security rights to other users, you must be a
Company Administrator.

Administration Read the table below to learn more about the Employment Screening
Options Administration Options.

Toolbar Options Description

Edit User Settings Use this Administration option to add or edit the details for

Employment Screening users, such as general information,
security rights, billing rights, email notification preferences,

and the default order entry custom package.

Access Company User | Use this Administration option to view the list of Employment
List Screening users for your company and to add or remove
users from the account.

Edit Company Settings | Use this Administration option to view your Employment
Screening company profile and to edit your company
settings for duplicate checking, credit reports, billing
information and client reference ID.

View Managerial Reports | Use this Administration option to view Employment
Screening reports on alert statistics and summaries, number
of applicants, turnaround times, disbursement fees, search
counts and response times.

Create Custom Package | Use this Administration option to create user specific custom
packages.

Copyright © 2011 LexisNexis. All rights reserved. 52
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Edit User Settings

Overview The Edit User Profile screen appears when you want to edit settings and
preferences for the user currently logged into Employment Screening. It also
appears when you add a new Employment Screening user, so that you may
designate the settings and preferences for the new user.

You must enter the information in the following required fields:

Full Name
Phone

Tip: Use a format of (###)#H-#HEH or (HH# #HiH-tHHHE#H# for telephone
numbers.

Fax

Tip: Use a format of (###)#H-#HHH or (HH# HiH-tHHHE#H# for telephone
numbers.

Email Address

Tip: If you do not have an email address, enter “none” into the required field.

Security rights can only be modified if you are a company administrator. Security
rights must be assigned to a new user.

=
2 . . Technical Support | LOG OUT
@ LexisNexis® | screening Solutions - Enterprise Edition | formerly cps

Home | Background Checks | EEV | [YTTTH | Customer Service
llszrl’rnﬂ: | Company User List | Company Settings | Reports | Custom Packages

Edit User Profile

USER INFORMATION SECURITY RIGHTS To edit user, modify the values i
Field: i to change and d

n the
ields you want to lick on
BOLD FIELDS REQUIRED Order Entry the button below.

Email are required. A value of none is
None Please use a form: e
My Reports Only for the phone numbers y
e [ e e e are
All Reports a company administrator.

rax L ]
My Alerts Oni
" v * Order Viewing has 4
Emaldgress| | Al Alerts sccury leuels avalable sued on.
“Al

View Summary Only allow the
" Slert info o report sccess is
View Billing given. While "My Reports Only” and
CliajoeiRasanon "All Reports” allows full access.

None

—— = View Billing has 2 different security

* View Pricing has 2 security levels,
Position Applied For Check the box if you want the user to
view pricing. Leave the box un-
Waintain Positions checked if you do not want the user to
w pricing.

Maintain Mappings

View Pricing
Company Administrator
View Managerial Reports
Grid Limit Override
Final Adjudication

Element Adjudication

None
override Gecisional

override All

AUTO E-MAIL NOTIFICATION PREFERENCES

Notification
OFF

Do Not Notify

DEFAULT PACKAGE FOR ORDER ENTRY
Default Package None Selected
CLIENT REFERENCE SETUP

Field Value

CLIENT REFERENCE 2 SETUP
Feldvalee

k Solutions. All rights reserved.
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Security The Order Viewing section has four different security levels available, select one.

Levels "My Alerts Only" and "All Alerts" only allow the viewing of basic order and alert
information; no report access is given. "My Reports Only" and "All Reports" allows
full access. The View Billing section has two different security levels, select one.

Option Description

Order Entry Provides the ability to enter order information and submit
orders.

Batch Processing | Ajlows for user access to batch processing.
Rights

Summary View Provides the functionality of allowing the user to only have

Only access to view information shown on the Search Results
page. The user will not have the ability to access any details
related to the case or element

Change Your To change your Employment Screening password, follow the steps below.
Password

Step Action

1 On the top menu bar, click Administration. The User Profile screen
appears.

2 Under Administrative Options, click the Edit User Settings link.

Administration Options

Edit User Setting

Access Company User List
Edit Company Settings

Yiew Managerial Beports
Custom Package Maintenance

The Edit User Profile screen appears.

Click Change Password ] to designate a new password for

yourself. The Change Password box appears.

CHANGE PASSWORD

Old Password

Mew Password

Confirm Password

4 In the New Password field, type your new password. Confirm your new
password by retyping it in the Confirm Password field.

Copyright © 2011 LexisNexis. All rights reserved.
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Step

Action

5

Click Save Changes

WARNING: You must click this button to save your new password.
Otherwise, your old password is still effective.

to save your new password.

Copyright © 2011 LexisNexis. All rights reserved.
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Change Your To change your Employment Screening secret question, follow the steps below.

Secret
Question

CONFIDENTIAL & PROPRIETARY

Step

Action

1

On the top menu bar, click Admin. The available sub-items are
displayed.

Under Administrative Options, click the Edit User Settings link.

Administration Options

Edit User Settings

Access Company User List
Edit Cormpany Settings

Wiew Managerial Heports
Custom Package Maintenance

The Edit User Profile screen appears.

Click [ LeEiE LT ] to designate a new security question

for yourself. The Select Secret Question box appears.

SELECT SECRET QUESTION

Question What is your mother's middle name? w
Answer

Confirm Answer

In the Question drop down list, select the question you wish to use.
In the Answer field, type your answer to the question. Confirm your
answer by retyping it in the Confirm Answer field.

Click Save Changes

WARNING: You must click this button to save your secret question
and answer.

to save your new password.

Copyright © 2011 LexisNexis. All rights reserved.
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Change Your Employment Screening gives you the option of choosing whether you want to be

E-mail automatically notified by e-mail if an order status meets the criteria you select.
Notification
Preferences AUTO E-MAIL NOTIFICATION PREFERENCES
. Notification
Motification Frequency OFF
Company Summary
Motification Criteria Do Mot Notify
DEFAULT PACKAGE FOR ORDER ENTRY EDIT
Default Package None Selected

The table below describes each notification option available to you.

To change your Employment Screening e-mail notification preferences, follow the
steps in the table below.

E-mail Notification Description
Option

Notification Frequency | Sets the frequency of e-mail notifications during the
business day. Your options include:

e  OFF (turns off e-mail notifications)

e Hourly (between 6:00 AM and 6:00 PM )

e  Twice daily (8:00 AM and 1:00 PM)

e Daily (8:00 AM)

o Weekly (6:00 PM on Fridays)

e Monthly (6:00 PM on the last day of each month)
Note: All times are PST. For hourly, twice daily, and daily

frequencies, the e-mail notifications are sent every
business day, excluding standard holidays.

Include All Company | When selected, summarizes the order status information
Orders for all your company’s orders instead.

Notification Criteria Sets the criteria needed to send you an e-mail
notification. These criteria include:

¢ Do not notify (turns off e-mail notifications)

o Always send notification (turns on e-mail
notifications)

e Only if completed (sends e-mail notifications on only
those unread orders that have a status of
Completed)

e Only with alerts (sends e-mail notifications on only
those unread orders that have a status of Alert)
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Change Your To change your company’s order entry default custom package, follow the steps in
Order Entry the table below.

Default
Custom
Package
Step Action
1 On the Employment Screening toolbar, click Admin. The User

Profile screen appears.

2 Under Administration Options, click Edit User Settings. The Edit
User Profile screen appears.

3 Next to default package for order entry, click the button.
The Edit Default Package Preference screen appears.

4 Click the radio button for the package you want to designate as the
default when you enter orders.

Tip: These packages are customized for your company. To find out
more information about these packages, see the designated
Employment Screening administrator for your office or contact
LexisNexis.

° Click .
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Access Company User List

Overview From this page you can edit, add and delete users. To edit or delete a user, click on
the corresponding button to the right of the user's full name. To add a user, fill in
every field below, and click on the Submit button.

ALTTUTL LIIUUUTET
b . . ; Technical Support |
0 LexisNexis® ¢ Screening Solutions - Enterprise Edr'[r'on formerly CPScreen

ome | iGledol e e | EEV | Admin | Customer Service

Order Entry | Order Viewing | Background Check User Guide

USER LIST FOR EEV TOP CUSTOMER

USERID FULL NAME STATUS From this page you can edit, add and
delete uzers. To edit or delete a user,
DIAN DIAN ACTIVE [EDIT] [D click on the corresponding button to
EEVALL  EEV USER ACTIVE  [EDIT | the right of the uzer's fullname. To
RAEVER  REMOTE ACCESS ENTRY VERIFER ACTIVE add a user, filin every field below,
TESTER  TESTER SMITH ACTIVE and click on the submit button.
VIEW VIEW ONLY ACTIVE
WR WORK RECORDS ACTIVE  [EDIT ]
WRADMIN ADMIN WR ACTIVE  [EDIT | [DELETE]
Add New User
USERID | |
FULL NAME | |
PASSWORD | |
CONFIRM |
PASSWORD
Add
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Add a New To add a new user to your office’s Employment Screening account, follow the steps
User in the table below.
Step Action
1 On the Employment Screening toolbar, click Admin. The available
sub-items are displayed.
2 Click Company User List from the list of available sub-items or click
Access Company User List. The User List screen for your
company appears.
3 Under Add New User, enter the new Employment Screening user’s
User ID, full name, and password. Type the password again to
confirm it.
Add New User |
USER ID
FULL NAME
PASSWORD
CONFIRM
PASSWORD
Add
4 Add
Click - )
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Edit Company Settings

Overview If you are the Employment Screening administrator for your office, you can change
your company’s preferences. The tables in this section describe how to set each
company preference option.

er Profile | Company User List | Company Settings | Reports | Custom Packages | Billing

()
[=]
=
=
=)
=
1
=
-
(=]
=
1]

GENERAL INFORMATION This screen displays the current
. settings for your company. To make

Email Address Not Specified a change, dick the edit button in the

FAX Number Mot Specified catagory of your chaice,

Phone Net Specified

DUPLICATE CHECKING

Duplicate Checking Available

CREDIT REPORT

Report Summary Option Summary Report

Contact

Address

APPLICANT EMAIL SETUP

Email for Missing Information ~ NO

PRINT CARD SETUP

Print Card NO

CLIENT REFERENCE SETUP | EDIT |

Label Client Reference ID

Type Mone

CLIENT REFERENCE 2 SETUP

Label Client Reference 2

Type None

GPA SETUP

GRA Prefarancs NO
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Edit General To edit your office’s address, phone and fax number, follow the steps in the table
Information below.
Step Action
1 On the Employment Screening toolbar, click Admin. The available
sub-items are displayed.
2 Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears.
3 Next to GENERAL INFORMATION, click _EPIT | The Edit General
Preferences screen appears.
4 Type your company contact’s telephone number, fax number, and e-
mail address.
5

ciok L2

Edit Duplicate To edit the background search duplicate check options for your office’s account,

Checking follow the steps in the table below.
Step Action

1 On the Employment Screening toolbar, click Admin. The available
sub-items are displayed.

2 Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears

3 Next to DUPLICATE CHECKING, click _EUIT . The Edit Duplicate
Checking Preferences screen appears.

4 If you want Employment Screening to look for duplicate background
searches, click the Duplicate Checking Available checkbox to
activate duplicate checking.

5 Enter the number of days (0 to 365) before today that you want
Employment Screening to search for duplicate orders.

6 If you want Employment Screening to change the status of the
duplicate orders to ‘DEFERRED’, click the DEFER radio button. If
you want Employment Screening to change the status of the
duplicate orders to ‘CANCELLED, click the CANCEL radio button.

7
ook LK,
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Edit Credit To designate the type of report, detailed (full) or summary, your office will receive as
Report a default; follow the steps in the table below.
Step Action
1 On the Employment Screening toolbar, click Admin. The available
sub-items are displayed.
2 Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears.
3 Next to CREDIT REPORT, click _ELIT_ The Edit Credit Report
Preferences screen appears.
4 Click the radio button next to the type of credit report that you want
to receive, Detailed (full) or Summary.
5
ook 9K .
Edit Billing To edit the billing contact information for your office’s account, follow the steps in the
Information table below.
Step Action
1 On the Employment Screening toolbar, click Admin. The available
sub-items are displayed.
2 Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears.
3 Next to BILLING INFORMATION, click _EDIT
4 Enter your company’s contact information for billing. This is the
address where your company’s bill will be sent.
5
ook 9K .
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Edit Applicant To edit the applicant e-mail information for your office’s account, follow the steps in
E-mail Setup the table below.

Step Action

1 On the Employment Screening toolbar, click Administration. The
User Profile screen appears.

2 Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears.

3 Next to Edit Applicant E-Mail Setup, click [ELIT |,
4 Enter your applicant’s e-mail. This is the e-mail address where your

applicant will receive their notification.
5
otk L.

Edit Print To edit the print card setup for your office’s account, follow the steps in the table
Card Setup below.

Step Action

1 On the Employment Screening toolbar, click Administration. The
User Profile screen appears.

2 Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears.

3 Next to Print Card Setup, click LELIT |,
4 Enter the desired functions for your print card.

° Click .

Edit Client To edit the client reference ID setup for your office’s account, follow the steps in the
Reference table below.
Setup
Step Action
1 On the Employment Screening toolbar, click Administration. The
User Profile screen appears.
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Step

Action

2

Click Company Settings from the list of available sub-items or click
Edit Company Settings under Administration Options. The
Company Profile screen for your company appears.

Next to Client Reference Setup, click [ ELIT |,

Enter your desired format for the client reference ID. This field is
used when sorting reports and invoices.

ciok 2]
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View Managerial Reports

If you are the designated Employment Screening administrator for your company,
you can view and print managerial reports for your company by accessing the
Reports sub-item under the Admin navigational item. The following table describes
each type of report available to you.

Overview

Report Name Description
Alert Statistics |Shows alert tallies by applicant and/or component.
Num_ber of Shows the number of applicants within the range of dates specified.
Applicants
Package

Turnaround Times

Shows the turnaround statistics for the package(s).

Possible
Disbursement Fees

Shows the disbursement fees that could be generated.

Search Component
Alert Summary

Provides summary of alert results for a given date range.

Search Count and
Response Time

Shows the Search Count and Response Time.

Turnaround by Item

Reports on Turnaround Times for Completed ltems.

Copyright © 2011 LexisNexis. All rights reserved.

66



Employment Screening — Enterprise Edition CONFIDENTIAL & PROPRIETARY

Viewing and Follow the steps in the table below to view and print managerial reports for your
Printing company.
Managerial
Reports
Step Action
1 On the Employment Screening toolbar, click Admin. The available

sub-items are displayed.

2 Click Reports from the list of available sub-items or click
Managerial Reports under Administration Options. The
Managerial Reports screen for your company appears.

3 Under Report Name, click the name of the report that you want to
view. The Specify Criteria page appears.

4 Select the criteria to filter the report you want to view. Then, click

the button. The report appears.

5 To print the report, choose File | Print from your browser's menu
bar.
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Custom Package Maintenance

Overview From this screen you can select multiple individual searches, assign the bundle a
name and save as a recurring package that will appear on the Create an Order

page.

Custom Package

Package Name |

Select package components:

Unselected Components

Selected Components

Address Information

Afghanistan Education

Afghanistan Reputational Media Search
Albania Education

Alcohol Screening

Algeria Education

Address Update: Name And Address Search From Expe

e

A
A

Algeria Reputational Media Search E]
Angola Education
Angola Reputational Media Search
Anguilla Bankruptcy Check v
Step Action
1 On the Employment Screening toolbar, click Admin. The User
Profile screen appears.
2 Click Custom Package from the list of available sub-items or click
Custom Package Maintenance. The Managerial Reports screen
for your company appears.
3 Type in the package name.
4 Under Select package components, click the name of the search
that you want to add, then click on the E] button.
5 If you wish to remove a search from the selected area, click on the
button.
6 Click the button to save the package.
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Overview

In this
Chapter

Employment Screening’s billing features allow you to view and print your invoice
summaries electronically by using your Internet browser printing options. The Billing
Filter screen launches whenever you click the Billing sub-item located under
Admin. If you do not have security privileges to access billing, then you will not be
able to see the Billing option.

The adjustments and filtering options provided on the Billing screen allow you to set
the criteria for your billing detail. If you just click OK to load the default settings, all
your current Uninvoiced transactions will be returned to you.

Note: The Invoice Total displayed is only a summary of your billing invoice. This
summary does not include sales taxes and additional state fees!

This chapter discusses the Billing Detail View Options, the Filter Options, and how to
read and interpret your Employment Screening Billing invoices.

Topic See Page

Billing Filtering Preferences 64
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Billing Filtering Preferences

General The Billing Detail View Options let you set the criteria for your billing detail and the
Concepts Filter/Presentation Options allow you to filter for specific invoices.

Billing Detail The Billing Detail View Options let you set the criteria for your billing detail
View Options according to the options illustrated in the table below.

Step Action
1 Select a specific invoice from the Invoice Date drop-down box in the
Billing Detail View Options section to select the billing period you would
like to view.
2 Choose to group by Requestor, Reference Number, or Subject.

Tip: If grouping by Reference Number, indicate the number of characters
to group by. For example, entering ‘4’ in the Number of Characters to
Group field will group transactions by the first four characters of the
Reference Number. The default settings (leaving the Reference Number
blank) will use the entire Reference Number.

3 Use the Group By and Sort By drop-down boxes to set the criteria for
how you want to view your billing detail. If you just click OK to load the
default settings, all your current Uninvoiced transactions will be returned

to you.
Filter/ The Filter/Presentation Options allow you to specify display preferences for your
Presentation Billing Details and Invoices.
Options Follow the steps below to indicate your preferences.
Step Action
1 Use the Filter Type drop-down box to filter your billing invoices to include

only Billing details of a specific Requestor, Reference #, or Subject.

2 (Required) Enter the Filter Value to search for based on the Filter Type
that you selected.

3 (Optional) Check the Include Pkg Components option to include
package components in the detail view.

Note: Including package components may cause a significant delay due
to the increase in the number of items returned.
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Step

Action

4

Click the button to launch the Transaction Details screen.
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Frequently Asked Questions

Order Entry

Q:
A:

Why do | need to input the Social Security number on the initial Order Entry page?

The Social Security Number field is the basis for your entire order. Using this number, Employment
Screening develops a list of names and addresses reported using that number, and returns them in a
“grid” that can be used to make criminal search history requests. This grid allows you to see addresses
and names that your applicant may not have provided. The grid will only appear if you have a Social
Security verification and public records search included with your order.

| need to run a package and include a search that is not part of that package. Can | select a
package and an individual search at the same time?

Yes. Package selection and Individual Search Component selection can be done at the same time
provided the search is listed in the individual search component list. You can also add additional
searches to the package by clicking the Add a search button on the Order Summary page.

Why are California current addresses mandatory fields?

Currently, California requires LexisNexis Employment Screening reports to include the applicant’s
current address at the top of the report. California state law requires that all applicants be given the
opportunity to obtain a copy of their report from their employer, and as part of this law, the current
address must be readily avaliable on the report. While other states do not require the full current
address, we do recommend including this during your order entry.

Why did another name appear on the grid?

The name and location grid is developed from the applicant’s Social Security number, but does not rely
on the Social Security Administration’s database. No non-governmental institutions have access to its
database due to security precautions. Our grid search comes directly from the credit bureau’s credit
header information. Since this database is manually constructed, the occasional typographical error can
cause additional names to appear. When using the grid, it is important to remember to only select those
locations that are listed for the applicant (this includes maiden names or aliases), and not for any other
name. For questions about a specific occurrence, please contact Customer Service.

I made an error during my Order Entry, but | caught it before | submitted my search. How do I fix
this before submitting my order request?

Continue with the Order Entry process until you reach the Order Summary page. This page allows you
to review the contents of your order before you submit it for processing. For each section of your order,
there will be a small Edit button in the grey section header. By clicking the button, you may safely
return back to the section that you wish to correct or edit. The only item that cannot be changed during
the Order entry process is the Social Security number. If you need to change this number, please call
Customer Service within 24 hours of submitting or entering your order request. DO NOT use your
Internet browser’s Back button during the Order Entry process. Doing so will cause transmission errors
during your order.
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Order Viewing

Q: How long does a Background check take to complete?

A: The Social Security Verification is returned instantly, sometimes within seconds after ordering. Criminal
backgrounds have different turnaround times. The majority of the County seat searches have a 3-5 day
normal turnaround, but if possible record or name matches are found, it may take additional 1-5 days
because an on-site search has to be conducted. Some courts are faster than others and we are at the
mercy of the court. Verification searches must be researched manually, and may take 24-72 hours to
complete. Delays in verifications will be indicated in the Employment Screening system. For specific
turnaround times on your report, please contact Customer Service.

Q: Why does the SSN indicate there is no record when the applicant has what appears to be a valid
card?
A: The SSN Verification search does not rely on the Social Security Administration’s database. No non-

governmental institutions have access to their database due to security precautions. Our SSN search
comes directly from the credit bureau’s credit header information. A No Record Found report might
show if your applicant is fairly young or does not have any credit history yet. If you feel that you
applicant is falsifying their SSN, you may contact the Social Security Administration directly and request
to verify your subject’s records. Although they will verify very limited information, it may help you with
your hiring decision. The Social Security Administration’s number is 1-800-772-1213.

Q. What exactly does it mean when we receive an alert (red flag) notification on a Social Security
Number search?

A: The red flag on the SSN Verifcation is an indication of a name match error. For example, the name on
the report that came back could be spelled differently than the name that was entered with your data. It
is also possible that the SSN was entered incorrectly; therefore, the search could return another
individual’'s information.

What is the first step in the process of providing our data to LexisNexis Screening Solutions?

The first step is the “Data Profile” which is a prearranged conference call involving the necessary
business and technical people from both your company and LexisNexis Screening Solutions. During
this call, documentation specific to Employment Screening will be reviewed in its entirety, providing all
parties the opportunity to discuss the data requirements in detail, and to ask and answer any questions
relative to the data contribution process.

My order does not have a county search. How can | fix that?

You can still add on the missing component to your order. When you log in, click on Order Viewing,
and pull up your existing order. Once the order is pulled up, click on the Add a search button on the
bottom left hand side of the subject’s information. On the next screen, you have an option of going
back to the Location Ordering Grid, or ordering the county search manually. Click on the link that would
bring you back to the grid. Once you are on the grid, choose the county you would like to run the
criminal search on and click Continue. You will then go back to the Summary screen where you can
verify the searches you ordered. Click Submit to submit the search. You will get a message saying
your order has been succesfully submitted.
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Can | print more than one completed report instead of just one at a time?

Select the Order Viewing tab. Then, select the date range of reports that are being requested. Check
the box indicating Completed Orders Only, then click OK or press Enter. The next screen will have a
box next to each request and, by checking each box, the search will be printed when you select the
print option at the bottom of this screen. There is also an option to select all reports for printing.

Billing
Why can | only view my invoice detail online?

There are several reasons for exclusive website access to your invoice detail. For security purposes,
LexisNexis Screening Solutions discourages sending detailed invoices through the mail, as they contain
sensitive information about your applicants. Our website is a secure location and can only be accessed
by approved associates. LexisNexis also provides a variety of ways in which your invoice can be
detailed. You may choose to sort alphabetically by applicant, by reference, by requestor, and other
filtering options that can help you further break down your monthly total based on your company’s
requirements.

I notice additional fees listed in my billing detail. What are these?

Certain searches may incur additional fees based on costs of research. There are several counties that
charge access fees for searching their files of court records. State Departments of Motor Vehicles may
also charge DMV access fees. Should charges be levied during a verification for automated systems,
record access, or phone number look-up, these may be passed along. These fees are not paid to
LexisNexis Screening Solutions and instead are remitted to the organization or service that required the
fee.

Administration

How do | change my password?

Click on the Administration tab, and then click on the Edit My User Settings link. Click on the
Change Password button. Type in new password and confirm by typing it again (password must be at
least six characters and must include at least one alpha character and one numeric character in the
password). Click Save Changes before making any other changes to your account settings.

Q: I would like to receive e-mails letting me know when my reports are complete. How can | set this
up?
A: Click on the Administration tab, and then click on the Edit My User Settings link. Below the personal

information fields is a section called “Auto E-mail Notification”. Click the Edit button. You will first
choose how frequently you would like to receive your e-mail notification (from once per hour to once per
month), then the criteria we use when sending you e-mail. If you are already set up to receive e-mail
notifications, and wish to change your settings or turn off the notifications, you may also do so.
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We get an e-mail message each day for unviewed orders. Is there a way to cancel this message?

Please follow the steps below to cancel Auto-E-mail notification:

Log in and click on the Administration tab.

Click on the Edit My User Settings link.

Find the Auto E-mail Notification Preferences, and click on the Edit button.

Choose “Notification Off” on the Notification Frequency and “Do Not Notify” on the Notification
Criteria.

When finished, click OK.

Pon-~

o
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