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Introduction

Overview

Enterprise Advantage (EA) is a web-based pre-employment and employee re-screening utility, offering fast,
background information to meet your business needs. First Advantage Enterprise Advantage, offers an
automated and interactive ordering system, customized screening packages based on position, custom
adjudication criteria, flexible reporting options, tiered background screening, timely results, online billing, and
accommodating administration functions making Enterprise Advantage a comprehensive solution for any
employer’s hiring and rescreening program as applicable.

Enterprise Advantage provides maximum accessibility regardless of what type of computer system and/or
browser used.

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:

o Microsoft Internet Explorer version 11.0/Edge or higher

e Apple Safari version 9.0 or higher

e Mozilla Firefox version 55.0 or higher

o Google Chrome version 64 or higher

In this Guide

This guide is designed to use as a reference tool for Enterprise Advantage. 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.
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Using Enterprise Advantage

Logging into Enterprise Advantage

Your Enterprise Advantage account is customized to your company’s specifications. Certain setup options and
available products will vary depending on the account. If you have questions about your account, contact your
system administrator or call First Advantage Technical Support for assistance.

The internet address for Enterprise Advantage is enterprise.fadv.com. Typing this address into the
web browser will bring you to the Enterprise Advantage Login screen.

Login
Client ID * ‘
UserID * ‘
w FirstAdvantage Password * ‘
Enterprise Advantage’ B
. Login 1
Hire Smarter. Onboard Faster.’ , oo :

Privacy Policy Legal Fact Act Disclosure User Policy Terms & Conditions

Copyright ® First Advantage 2024

Follow the steps below to log into Enterprise Advantage.

Step Action

In the User ID field, type the User ID

4 Click Sign In. The FCRA statement displays, Click | Agree to be brought to the Enterprise
Advantage Home Page.

Q1 Jan25
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Forgot Password

The initial password is given to users by their Enterprise Advantage administrator. If this is the users first time
logging in or the user’s password has expired, the user will need to change their password. Users can also
change the password whenever they wish via the Administration screen. Users may also contact their
Enterprise Advantage system administrator or call First Advantage 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.

Changing Initial or Expired Passwords

Change Password
Use the following steps to change an initial or expired password
Note: User must first log into Enterprise Advantage.

Step Action

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

4 Click Submit to save the changes.

Password Guidelines

Use the following guidelines when creating a new password:
¢ Password must be at least eight characters in length
o Password must contain three of the following four types of characters
e Upper case letter A-Z
e Lower case letter a-z
¢ Digit 0-9
e Special characters: |@#%"( )

Password must not contain:
e Account Number or User ID
e Three of the same characters in succession. (Ex. Aaa,bbb,ccc)
¢ New password cannot be a previously used password

Q1 Jan25
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Site Navigation

Navigation Toolbar

Copyright, Privacy Policy, Legal, Fact Act Disclosure, User Policy, Terms and Conditions, Log Out link,
and Navigation Toolbar will be universally available in all sections of Enterprise Advantage. Additionally,
users always be able to see the Login Account/Client ID and User ID from every page on the site.

The navigation toolbar on the left hand side of the screen allows the user to navigate through the Enterprise
Advantage website. Descriptions of the toolbar options are explained below.

Note: The navigation toolbar options will vary depending on the account and user privileges.

Time Out Notification

For security purposes, Enterprise Advantage uses an inactivity timeout feature. Two minutes prior to the
session time out a message will display requiring the user to click OK to continue. If no input is received from
the user before the timer expires, the user session will end.

B Nofice [x]

Your session will 2xpire in 36 second(s). Click "OK" to extend your session and continue working.

——
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Dashboard Features

Basic Features

Available from the homepage, the Employment Screening Dashboard provides quick and easy access to
case results based on predefined queries of “Completed”, “Unviewed”, “Not Printed”, and “In Process” cases.
Clicking the numbers next to the red, , and green icons will open a search result containing those cases.

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.

e The yellow link under the “Not Printed” 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.

e 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.

Employment Screening

Account 922222YPA g i ]

Last 120 Days e
| update |
@ NoAlert ) Alert Indeterminate @ Alert Found

Completed - 110 20

Unviewed

|

Not Printed 20

5588
<

In Progress

The Case Exceptions Dashboard provides quick and easy access to search cases which require action such
as “Missing Information” or “Under Construction” searches. The second column provides access to cases in
which an element didn’t follow the standard fulfillment process, such as delays as a result of court closure,
holiday, or weather in which First Advantage doesn’t have an estimated completion time for the report.

Case Exceptions

Account 922222YPA B (i ]
Recruiter Select one v
v

Last 7 Days
[ update |

Case Actions Counts Informational Counts
ALL 0 Delayed 0
Missing Information
Under Construction
On Hold -Email Sent

On Hold - Incomplete

o © o o o

Consent Expired
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The Dashboards display results based on the following user security levels:

Security Level Dashboard Options

View All Reports or View All Alerts The Dashboard will display a count of the number of cases
for that user’s orders only. They will have the option to de-
select My Reports Only to display all orders within the

account based on clicking the link.

Order Entry

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

Creating Your Order

Getting Started

To begin the Order Entry process, click on the Employment Screening menu tab on the navigation menu on
the left side of the page. Select New Order from the additional options displayed.

Employment Screening ~

New Order
Process Batch
Search Orders

View Batches

Q1_Jan25
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Auto Save Order

Enterprise Advantage will automatically save your order every five minutes, as well as when you progress
through the tabs. When an order is saved, a message will display indicating that the order was saved, as well
as the date and time it was last saved. The following data requirements must be met for the system to auto
save.

e The Order page must be complete

e The required Subject information must be complete and validated based on account setup. Ex.
First and Last Name are always required but DOB may be required when ordering certain
components.

Selecting Your Order Preference
There are a variety of order options to choose from in Employment Screening, allowing users to order both
individual components and defined packages.
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 the order.

Step Action

(Optional) The Client Reference ID 2 field is used to collect additional data to assist in
identifying the order. For example, a location or department code. This field may be
formatted as a drop down or free text. The field may be required based on account
requirements.

Q1_Jan25



m FirstAdvantage Enterprise Advantage User Guide

4 Select a Package.

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

Provide the Salary Information figures in the local currency for the subject.

Note: This information is used for reporting US based criminal history convictions greater
than 7 years, when permissible.

Order Tab

Requestor Information

The Requestor Information will be auto-populated with the logged in user’'s email address and User ID.

The Additional Requestor field can be used if the user wishes another user to receive the completed report
notifications.

& Requestor information o
Requestor Email Address ELAINE.HARRIS@FADV.COM
Client Representative * SS5AMPLE ¥
Additional Requestor Salect One T

Order Information

The Client Reference ID fields can be displayed in two ways:
o List
o Text Pattern

The label for Client Reference ID and the format for each entry field are customizable.

Note: The Client Reference ID can either be an optional free form text field, or it can be set 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 text pattern, the format will appear next to the reference field.

Q1_Jan25
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The acceptable formats are: 999-9999
AAA-999 AA/AA 9999 99AA-999AAA MM/DD/YYYY LIST

Client Refarencs 1D

Client Reference 2

Position/Hire Location

The Position/Hire Location gathers information that is used to determine jurisdiction impact on Pre-Adverse
Action letters. The Country, City, and State where the candidate will physically be working should be entered.

Packages

Package Details

Packages in Enterprise Advantage provide a convenient selection of multiple component combinations.
Depending on account settings, users may have the ability to add individual components to a package before
the order is submitted. Enterprise Advantage package details can be viewed by selecting the package from the
Custom Package drop-down. The Package Detail window is displayed at the bottom. The Package Detalil
window will include the components included in the package, as well as the quantity of each component
included in the package.

(4
Position Applied For
Custom Package Criminal Test -
Package Detail - CRIMINAL TEST oo
Component Name Quantity =

Former Employment

Present Employment

FDA Sanctions List

State Inzpecter Gen. Sanctions
SEC Search

Commercial Drivers License
Global Sanction Search

Fraud & Abuse Control Level 1
Fraud & Abuse Control Level 2
Fraud & Abuse Control Level 3
Fraud & Abuse plus OFAC L1
Fraud & Abuse plus OFAC L2

m

s s s o oa oa o on o
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Additional Search Types

Additional Search Type Descriptions

The below figure illustrates common Additional Search Types available in Enterprise Advantage. Please note
that the search types available to order may vary depending on user account preferences. The price details of

the specific types that are available to order for the account can be viewed by clicking Details on the Order
screen.

Pasition Applied For
Component Name Price -
1~ Address Information uss33ano
Custom F'-EI..,-'EEQE Alcohol Soreening USS0.00
Commercigl Drivers License US37.00
Certification US$12.00
Federsl Avistion Administration Record Check US312.00
.......................................... aes e tonton s nrnrmamannnann
'm Credential Verification Uss1200
i Credit Report US50.00
A‘Iclltl Gnal SE‘ErGh T:r'FIE = Philippines Criminal Certificate Validation UsS30.00
Sealch TH ME' Criminal Cestificate Validation USsS0.00
Cty Sest Felony & Misdemesanor US316.00
- H Drug Screening USS0.00
A'dd 2ES I "|f:lr"|'|5|tll:|l'l Andorra Education US$50.00 -~
A h I =y . United Arab Emirstes Education USS100.00
Conal coreening Afghanistan Educaton US$100.00
Antigua And Barbuda Education US380.00
Bankruptcy By Personal Mame Anguila Education Ussen.00
Albania Education US3100.00
Certification Armenia Education US$100.00
Angola Education US$120.00
Commercial Drivers License Search Argentna Education S -
F
County Civil Lower (7 1) a
County Civil Upper (7 Y1)
County Felony
County Seat Felony & Misdemeanaor
- -

County/Town Ucc Search & Years

Exit Order

Exit Order is used to leave order entry. After clicking Exit Order, the user be prompted with a dialog box
asking if they would like to save the changes.

e If Yes is selected, a notification will display that the order has been saved. The user will then be
returned to the Order tab or Order Entry.

o If No is selected, the order will be cancelled and the user will be returned to the Order Entry screen. If
the order being edited is a previously created draft order no changes made after the last system auto
save or user initiated save will be retained.

e If Cancel is selected, the dialog box will close and the user resumes entering the order. All data
previously entered will remain.

Do you want to seve your order?

[ v=_ |} no QY Cancel |/
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Data Entry

User will enter the subject’s personal information, 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.

Subject Tab

Follow the steps below to complete the Subject tab.

Step Action

2 (Required) Enter the SSN and confirm it; or enter the Global Identification by selecting the
Country Government ID Issued By, Document Type (This is dynamic and will differ based on the
country selected), and the Government ID Number.

4 (Optional) Enter Additional Names, if any.
Note: If you have more than one alias, click Add Another to add.

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

Q1_Jan25
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Personal Details

User will enter the subject’s personal details and current address.

Order ¢ | Subject | Records  Qofument  Beyew
Subject
-
& Personal Details -]

Important: Please confirm name details as they are written on official government identification
First Mame (given name) *

Middle Name(s)

Last Mame (family name) *

Generation (Ex Jr. I, L.}

Gendar Select One v

Phaone Mumber Country Code 4rez Code/Phone Number
Ernail Address

Date of Birth * Day - ¥ Month ¥ Year [ Ex. 01/0ctober/1981
Country * UMITED STATES T

Address 1 ®

Address 2

City/Municipality

State/Region * Select One A

ZIPIPost Code * @

o \When this option is selected, a copy of the background report and consumer summary of rights. will

EEE e be mailed to the subject. (For .S, residents only)

Q1_Jan25
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Identification

The information that is collected for validation changes based on the candidate’s history. For example, if the

candidate has identified they are currently residing with the US their social security number should be
supplied with the ability to identify if they do not have one. If the subject does not have a social security

number, enter their Global Identification by selecting the Country Government ID Issued By, Document Type

(this is dynamic and will differ based on the country selected), and the Government ID Number.

Does the subject have a Social Security Number?

Social Security Mumber *

Confirm Social Security Mumber ®

Government D lssued By Select One v
Diocument Type T

Government |0 Mumbsr

*Yes

¥ Remove

No

W Done

Address History

Enter any previous addresses. Click Add Another to add additional addresses.

Country UMITED STATES ¥
Address 1

Address 2

City/Municipality

StateRegion Select One T
ZIP{Post Code Gl

From (MMM
To (MMM YY)

Mdhnnther

X Remove

W Dane
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Additional Names Section

The Additional Names field populates when YES is selected, this can be used to enter an additional name for
the subject, such as a maiden name or alias.

If the account is setup to use additional names, the other name(s) can be used for criminal searches with one
exception. The other name will not be used if ordering a First Advantage National Criminal File report.

Has the subject ever used another legal name? (examples may include maiden names, shortened or abbreviated names, former ", M
names that may have legally changed, etz.) 2= o

Admitted Charges

The Admitted Charges section is a free-form text field that can be used to enter in any admitted offenses by
the subject. A date and location must be included for the information to be considered relevant. These fields
are required when running a National Criminal Search in Canada.

i ]
Enter State and either City or County to sccurately process this search (for US locations only)
Charge
Charge Type Salect One b
Charge Date E (MMM
County
City/Municipality
StateRegion Select Ona T
Charge Description
4
¥ Remove ' Daone
| Add Another
Additional Information
Mother’s Maiden Name only required if the current address is in Puerto Rico. Parental information is
sometimes required for international searches, such as the Mother’s full name or Father’s full name.
4]

Mother's Maiden Mame
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Explicitly Save Order

Clicking Save Order at any point during order entry will save the order if the minimum data requirement fields
have been completed. The minimum data fields are:

e The Order tab must be complete.
e The required Subject information must be complete and validated based on account setup.

Entering Education Information

Use the Education screen to enter details about the subject’s education experience.
Note: The Education screen is conditional and will only appear if ordering an Education Background Report.
Follow the steps below to complete the Education screen.

Step Action

(Optional) Click|(EEZEEEED)| to enter information about an additional institution.

¥ Remove
Click I: to remove an entry.

Q1_Jan25
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Fields with a red asterisk are required and must be completed before the user can continue with the order.

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

Add + is available for both the Employment and Education entry. Use these buttons to submit or remove
additional dates or locations associated with the entry. For example, if the subject worked for an employer with
a lapse in time, enter the additional employment date range by clicking Add +.

@ Order ¢ Subject ¢ Educatian Employment e Records Bglc;argent (s
Education
4]
Country * UNITED STATES v

nstitution Mame ®
nstitution Type Select One T

City/Municipality ®

State/Region * Select One ¥
Phone Country Code Arez Code/Phone Numbar
Cuakfication ® Select One v

Major'Field of Study

‘fear Graduated Select Onea T
Stedent Mumbsr
Rl Mumber
Ezeam NMumber
Start Date End Date {DDVMMMY Y Y'Y -
{DDIMMBY Y YY) or Present} Campus Location Delete  Add

(] (] g O

% Remove J* Done
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Entering Employment Information

Use the Employment screen to enter details about the subject’s present and former employment experience.

Note: The Employment screen is conditional and will only appear if ordering a Current or Previous
Employment Report.

Follow the steps below to complete the Employment information screen.

Step  Action

2 (Optional) Click the Present Employer selection box, if applicable.
Is this a present Employer? ves ®o
Has the subject given permission to 2es '“'No '“'Not Provided
contact?

4 (Optional) Click to enter information about additional previous or former employers.

Q1_Jan25
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Fields with a red asterisk * are required and must be completed before the user continue with the order.

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

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

- : = . Diriver's Document
n Crder Subject Education X Employment Dore Records Upload X u
Employment
£ Employment 1 E]
Country ® UMITED STATES T
Job Type Select One T
Employer Mama *
Is this a present Employer? \Yes ®No
Has the subject given permission to ®%es '"“No '“'Not Provided
contact?
Address 1
Address 2
City/Municipality *
State/Region * Select One v
ZIP{Post Code Q
Salary
Income Type Select One T
Position Held
Contact Name
Contact Phone Country Code Area Code/Phone Mumber
Resson For Leaving p
Start Date (MMM/YYYY} E""’F L nﬂm (Lo AT Employer Location Delete Add
B O
¥ Remove o Done
[ moier

Q1_Jan25
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Additional Dates, Locations, and Positions.

Add + is available for both the Employment and Education entry. Use these buttons to submit or remove
additional dates or locations associated with the entry. For example, if the subject worked for an employer with
a lapse in time, enter the additional employment date range by clicking Add +.

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

Entering Motor Vehicle Report Information

Use the Driver’s License screen to enter the subject’s driver’s license information. Fields with a red asterisk *
are required and must be completed before the user can continue with the order.

Note: The Driver’s License screen is conditional and will only appear if ordering a Motor Vehicle Report.

Follow the steps below to complete the Driver’s License screen.

Step Action

i Dnver's :
Order Subject « ticonee S;g;rgent g%:_w

\X/ Driver's License Information

Country * UNITED STATES v
Driver's License State * Select One v
Driver's License Number *

State License Details

If ordering MVR searches for WA please make sure your fax number is on file

Q1_Jan25
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Using the Public Records Grid

The Records screen is a conditional screen that only appears if the package includes components that deem it
necessary.

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

Step  Action

(Optional) Enter any additional names or address locations using

Click - to add all names/locations to the Criminal Background search. Click [{EEELL0| to
remove all names/locations from the Criminal Background search.

All address information provided by the subject and entered in the data entry process are populated on the
grid. Additionally, if the account requirements indicate developing names/addresses and a Social Security
Number Verification (SSNV) component is included in the order, addresses returned in the verification are also
populated on the grid. The name/address will be labeled with the “Source” of the name/address. Example:
Entered, Developed by SSNV, or Education Address. This allows the user 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.

Note: If more location/ name combinations are selected than the package allows, there will be an additional
charge.

@ Order v  Subject ¢  Education K Employment X Overs X records Bopume X
Records
@) important Mofics: Ths subjactinformation you providad coes net match tha data rafurmad From tha Social Sacurty Varification 1
= sddressas/names sssocsiad to ihe proviced Socal Secunty Number wers developed thay have bean isted baow, but wil recuire you to
selact them for procassing. Pieass vary that you have proviced the Camect Sutyct nformation. f n mor was made. you wil need to csncel
and re-creae the sereening order far s subject.

B step1 o
Add additional names andior addresses you would like to consider for records searches.

Names Addresses

Entered Name: JOHN DOE Entered Address: 1 CONCOURSE PARKINAY

Developed Name: ATLANTA, GA US 30328

Education Address: ATLANTA, GA S Edit
[| Add Anather
[

& step2 ()
Plsase indicate the names and addresses that you would ke fo search.
=

Public Records

e R WiAddrass #1 | coNCOURSE PARVWAY 200, ATLANTA, GA US
¥ Jomn Dos
Address €2~ xm anTa, GAUS
HN D
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Customized Public Record Selection Grid

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

The customizable features include:
e Limit Number of Public Records Ordered
o Pre-selection of Other Names on the grid
o Pre-selection of Developed Addresses on the grid.

Limit Number of Public Records Ordered

The Limit Number of Public Records Ordered feature allows users to lock the Public Record Selection grid to
limit the number of name/address combinations that can be selected.

With this option, users are prohibited from selecting combinations of names and addresses that exceed the
corporate designated amount. An error message displays if a user attempts to order name/address
combinations greater than the set amount.

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

Adding Attachments

The Documents Upload tab in Enterprise Advantage will show required and/or optional documents for the
background screening products ordered. Whether a document is required or optional for a search depends on
the rules loaded into Enterprise Advantage’s Validation Engine.
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Using Document Upload

Follow the steps below to attach all required documents at both the Case and Component/Element levels.

Step

Action

Select Upload from the Document Actions drop-down.

Order Subject Records X ap #

Document Upload

I
Important: Declining to provide a document required to fulfill your screening order may impact the outcore of the screening process by suspending any
search where the document is needed.

“You maey upload multiple files to satisfy a single request if you are using POF or image files (bmp, gi",J_l::eg
file type, you may onfy upload one file (in this case, merge sl files into a single file prior fo uploading the

. irg. pdf. png, tif, tiff). If you are using any other
jpcument).

Document Actions | SelectOna ¥ |

Select One
£ Owvder Level Documents Upload
Wiewr
Select  Document File Name Delaie:
L. Authorization Form ®

e i — e A —

Review Order

The Review Order screen allows users to review order information before submitting the order.

Canceling Order Requests

To cancel the order, click|w B8

Selecting No will cancel the order.

*  Exit Order

Do you want to save your order?

| The Exit Order window will ask user if they wish to save the order.

When a user cancels an order and the Social Security Number Verification component was already completed
for the criminal background search, the account will be charged for the individual component.

Q1_Jan25
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Submitting the Order

Follow the steps below to submit order for processing.

Step Action

Error messages are based on system logic. Sections with errors are expanded and the error is

detailed in red font. Use to edit any information that is incorrect or to include additional
information.

; : Diriver's Document Rewviaw
a Subject Education Employment Carras Records Upload Order u
mar mars
Review Order
—
£ Requestor Information 1]
Requestor Mame S5AMPLE
Requestor Email Address ELAINE HARRI S@mFADV.COM
Addifional Reqguestor
H Order Information [+]
Account Name 510726LRN
Client Reference 1D none
Client Referenca 2
Position Applied For
Package Selected DELUXE COMPREHEN SIVE
Consent Status Requester Provided Consent
B Order Summary 0
| | @) Subject + Complete
| ..
|' ) Education « Complete
| ) Employment « Complete
|' ) Driver's License « Complete
| @3 Records « Complete
| . |
) Document Upload « Complets
|. ),
‘Obtaining Infq tion Under False Prete The federal Fair Credit Reporting Act imposes criminal penalties including a fine, up 1o two
years in prison, or both against anyone who knowingly and wilfully obtains information on a consumer from a consumer reporting agency
under false pretences, and other penalties for anyone who obtsins such i ion without s izzible purpose.

Q1_Jan25
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Under Construction

The Under Construction process allows the user to submit an order without all required information. If the user does not
have all of the required information and Missing Information is set up on the account, the user can enter the subject’'s email

address into the Request for Missing Information fields.

When the order is submitted, an email will be initiated to the subject asking for the required information. The order
automatically goes “under construction.” The user 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 user 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 user can add the missing information.

Order Subject X Records K Order

Document Review
Upload x

Review Order

{@) Important Notice:This order is missing information that is required to successfully fulfill your request. Choosing to proceed withut prowiding
= the requirad information will prevent these search types from prosessing and may afiect the outcome of your order.

Thank you for your request.

“our order has been successfully submitted, and has been assigned the Order ID of 6363409

Please note, this order contains missing infermation that is required to fulfil your request.

First Advantage National Criminal File Wlissing Informt

Sosis| Security Verficstion Missing

Please provide the following missing information:

Authorizatien Form is raquired. (Sae Documant Upioad tab)

0 Recorcs aT=m

Search Type County  StateiRegion Country Status Please fix the following

Felony & Misdemeanor FULTON  GA us Missing Information

@ Document Upload Edit .

Please provide the following missing information:

Authorization Form is required. (See Document Upload tsb)

(EIZEZD

There is required informstion missing from this order. Falure to provide this information could sffect the outcome of your sereening
request by discontinuing sny searches where information is required. You may utilize this festure to request the missing informstion be
provided by the subject andior & compeny representstive by entering the desired emil address below.

Emsil *

Confirm Email *

() Obtaining Information Under False Pretenses. The faceral Fair Gredit Reporting Act imposes ciminl penaties including & fine, up o twa
~ years n przon, or ot against anyone who krowngly and wifaly obdains iforiation on s carsumer from 2 consumes r=garting agency
L e e e e e e S e R R s e T e

P = 1.7 T S . 1=~ A N = - M

0
Requestor Name SSAMPLE
Fequestor Email Address ELAINE HARRI S@FADV.COM
Adiional Requestor
Account Name 510726LRN
Client Referencs ID none
Client Reference 2
Positon Asplied For
Package Selected DELUXE BASIC
Consant Status Consent Missing
0
B Ssubject Edit '
Subject Name Current Address Gowernment ID Dite of Birth Email
JOHN DOE 1 CONCOURSE PARKWAY 200 898-08-1111 01iJan/1635
ATLANTA GA 30323
us
Miscellaneaus Searches Status Please fix the following
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Checkout

The Checkout screen allows the user to review the order information before submitting.

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

Duplicate Order Checking

Depending on account settings, Enterprise Advantage 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 the user before submitting the order. The user has the option to ignore the duplicate warning and submit
the order with the duplicate included or to delete the duplicate order. Click Cancel to delete the duplicate order.

Leave in Deferred

Click |__Leave InDefered | to mark the status of the duplicate order as “Deferred” on the Order Results screen.

Confirmation

Submitting the order will launch a confirmation page that displays an Order ID number. This number will be
used to reference the order. From this screen, the user has the option to add another order or to view the
existing order. Add Another Order will initiate the Order Entry process from the beginning. View This Order
will launch the Order Viewing process.

Thank you for your request.

“our order has been successfuly submitted, and has been assigned the Order ID of 6365561

Add Another Order “iew This Order
R
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Enterprise Advantage Global Power Search

The Global Power Search Feature is displayed and usable on every Enterprise Advantage screen, allowing
users to be instantly directly to the candidate details needed.

Search the exact Name (any combination of first, middle and/or last name), SSN, or Order ID and click

Search.

o Results for name searches are limited to the last 365 days.

(2] FirstAdvantage

Welcome TRAINER

Account #:23080000M  User ID: TRAINER

Home

Home Page

Newsletter
Profile Advantage >
Employment Screening >

Wellness Screening

Administration >
Monitoring >
Help >

[E] Need Help? Live Chat

("Logout )
Y —
Dashboard View Selections Alerts & Notifications
Select Al & Employment Screening First Advantage Account Change
Prafile Advantage Wellness Advantage 15/0ct/2024
Consent Management Employee Management
Onboarding [0 Case Exceptions
[ Apply |
Profile Advantage
Account 230800D0M
Recruiter TRAINER
Last 7 Days -
|' Update )
L J
Profile Status Counts Order Status Counts
All 0 Completed L]
Completed 0 In Progress 0
Started o
Not Started ]
(Deleted) ]
Duplicate o
Wellness Advantage
Account 230800-DOM

Q1 Jan25



m FirstAdvantage Enterprise Advantage User Guide

Enterprise Advantage Search Orders

Enterprise Advantage launches the Search Orders screen when Search Orders is selected from the
Navigation menu. The Search Orders screen allows users to enter and select multiple criteria to filter for
specific reports to view or print.

Employment Screening v

New Order
Process Batch
Search Orders

View Batches

Power Search
Power Searches automatically filter results based on predefined criteria.

e Unviewed Completed w/Alerts — returns all completed orders with red or yellow status flags that have
not been viewed.

¢ Unviewed Completed — retums all completed orders that have not been viewed.
In Progress —returns orders that have not been completed.

o Deferred Awaiting Further Input — returns orders that have been rejected and require additional
information before the search can be conducted.

e Delayed - returns orders that require additional research or more time to complete the processing.

¢ Incomplete — returns orders where additional information is needed before search can be initiated.

e On Hold Orders — Returns orders that have been saved and/or orders that have not started
processing because the required data has not been provided.

Search Orders

Search Orders

0o
D Unviewed Completed With Alerts D Delayed
o Unviewed Completed 0 ncomplate
D n Progress D On Hold Orders

D Deferred Awaiting Further Input
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Search Subject

Search Subject allows users to search for a specific subject by name, last name must be entered when
filtering by first name, Government ID number, or Order ID. The Order ID is the confirmation number received
when an order has been submitted. The % symbol can be used as a wildcard.

Note: When searching by criteria in this section, users may want to remove or change the default date range in
the Additional Search Criteria section, unless they would like to limit the search to the indicated timeframe.

£ Search Subject

First Name

Middle Mame

Last Mame

Government 1D SEM ¥

Order ID

Additional Search Criteria
There are additional search options to use when narrowing down search.

Options

Users can search by Requestor

Status allows users to filter by whether a search is Complete, In Progress, Deferred, Delayed or
Incomplete.

Q1_Jan25
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Considerations allow users to sort based on the following:

Flag Status Red indicates Yes/Alert.

Flag Status

Flag Status Green indicates No/Clear.

indicates Indeterminate.

B Addifional Search Criteria

From
T
Requestor

Linnit To

Considerstions
Package Mams

Conzent Status

Managed Status

Client Refarence ID
Client Reference 2

10 Apr 2019
2aiApr 2019

Select One

|| Progressive || My Reports || Delayed
[l In Progress || Completed

| on Yald
Salect One

Salect One
Select One
Ssalect One

Select One

Select One

[%5] (DD/MMMIYYYY)
[%5] (DD/MMMIYYYY)

¥

v

v

v

Q1_Jan25
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Search Results

Search
 ——

After entering/selecting desired filter criteria, click |« to display results. Click

clear filter criteria.

When viewing the Search Results tab, users can click on the Search Orders tab to review the original criteria
retained and/or further refine the search criteria.

The Search Results function allows you to quickly review case order statuses returned from your search.

View Order Results

First Advantage order viewing features are supported by a tab-based viewing interface separating three
viewing functions: Search Orders, Search Results, and Order Details.

Users can quickly toggle between the search options, result, and order details. If the user is not satisfied with
the search results returned, they may click the Search tab to review and/or refine the search criteria.

Using Search Results

The Search Results screen allows you to specify the orders(s) and action intended for the selected orders(s).
It displays the Subject’s name, Subject’'s Government ID, Report Status, Report Type, Requestor's name, and
Viewing/Ordering history.

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

Search Orders Search Results

Search Resulis

Page |1 ¥ of1

TEST. TEST 123-45-6T80 7001620 In Progress**

Page 1 ¥ of1

“Derogstory Resuls “*Additional Review Required

Background
Sereen

CUSTOMER
EDUCATION

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

Actions | Select r

167Apr2010 167Apr2010

Actions | Select v
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Status Descriptions

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

Description

Decisional Order has been received, processed and completed; however, a review is required.
Note: Status will only appear if account is using First Advantage Adjudication services.

Ineligible Order has been received, processed, and completed. Derogatory information was
found. The case was adjudicated as Ineligible either by the client or by First Advantage
using the matrix/business rules supplied by the client.

Note: Status will only display if account is using First Advantage Adjudication services.

Duplicate A duplicate order has been identified.
Cancelled

Under Review The order may have special handling instructions for the consumer, such as in the case
of a security freeze placed on credit information by the consumer, or where a consumer
has contacted First Advantage previously about an issue with a prior report.

Search Orders Search Results

Search Results

Page 1 ¥ |of1 Actions | Select v
All A Report Report Date Last Last Status Consent
B - Subject EmEroEil el Status Type SEEEE Ordered Updated Viewed Motes  History

(] TEST, TEST 123-45-6750 TOO1620 In Progress* Background CUSTOMER 18 Apri2018 18Apr2018 View
Seresn EDUCATION
Page 1 ¥ |of1 Actions | Select v

“Derogatory Results “*&dditional Review Reguirsd
All fully displayed personally identifisble information is customer provided or s masked based on custom configuration ssttings.

Q1_Jan25
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Search Results Actions

The following case actions can be performed on the selected orders from the Search Results screen.

Action Description

View/Print Launches to full report(s) for the order(s) user has selected. Use internet
browser’s print options to print the full report(s).

Fax Produces a window allowing users to enter a fax number and cover page
message. Click Submit to submit the fax request for processing for those
selected.

Print Card Allows for print of an eligibility card. The card will display the issue date,
client reference field(s), package ordered, and the date application
becomes eligible for those selected.

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

Cancel Hold Order Deletes the hold order(s) selected.
Re-send Consent Email Resend email request to subject for signed consent for those selected.

Search Orders Search Results
Search Results
=
Page 1 ¥ of1 Actions |Selecl "|
Al Select
j Report Report Date Last Last Drder Detsils
(] & Subject Government ID Order ID Sfatus T Requesior Ordered Updated Vi y
s Wiew/Print
Download (FDF}
[]  TEST TEST 123-45-6750 7001180 In Progress** Background CUSTOMER 09/4pr2018 09iApri2010 Downlasd (FDF Faginsted)
Serean EDUCATION Faix
[ TEST TEST 123-45.6780 7001820 In Progress* Backgraund CUSTOMER 1B/ApH2018 16/Apri2018 Clear Viewes Date
5 n ress u -
Screan EDUCATION Clear Printed Date
Print Card
Customer Service Inguiry
Cancel Hold Crder
Page 1 ¥ of1 Actions | Edit Hold Order
Re-zend Consznt Email
“Derogatory Results “*&dditional Review Reguired Export to Excel
All fully displayed personally identifiable information is customer provided or is masked besed on custom configuration settings. Export to CSW

Q1_Jan25
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Order Details

The Order Details incorporates basic information about the order, including the report type, subject's name
and Government ID, as well as the Order ID, account number, and name of requestor. Order Details increase
visibility for completion timelines of searches, and provides access to ETA as well as element and search

notes.

(]

Sesrch Orders Sesrch Results TEST, TEST

/. i\' TEST, TEST
| ! Government 1D: 123-45-6789
\\E__,// [@] test@test.com

Overall Progress 54%

Type Bechgiound Scren

P—

Created Mk 201H

Est. Completion: 03/May/2019
- Record Ordered.

Esi Complotion JOApI01S Status s Progress

[

e ______________________________________/5% 0 ]

100%:

T -

Report

Report Type: Background Screen Report ETA: 02May/2019

Report Status: In Progress** Stafus Motes: - Record Ordered

% Order Details Order Actions: | Select v
Fackage DELUXE BASIC Order ID: TOod1180

Account 510726LRN Date Ordered 0B/ Apr2019{more....)

Requestor CUSTOMER EDUCATION (TRAINING) Order Documents

ATLANTA, FULTON, GA

Client Reference ID 200000000 Client Reference 2 11
Summary of Consumer Rights
Search Type Actions: | Select v

(AN & Consideration Search Type Completion Date  Status Notes View, Print History

First Advantags Matonal
- Crmins) e 20pen019  Prooessing Record Ordered

ATLAMTA, FULTON, GA (estimaled)
] i - ificati o2, 19 s Record Ordered
[} Social Security Verification { '!'\?.gj Processing
— Felony & Misdemeanor 2AD2019
= lesmm. Processing Record Ordered

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

The Est. Completion will display the estimated date when all the searches for this candidate are expected to
complete. If the ETA for any search is unknown, then this will display as Unknown. Otherwise, this will display
the ETA of the search that is expected to complete last.

The Notes display below the Est. Completion. This will display notes of all the searches.

Overall Progress displays the progress of all elements derived as a percentage.

Additional Information tab, contains the requestor email address and subject email address.

Progress Bar displays case level progress calculated on the basis of number of elements completed. For
example, if an order has three out of five completed searches, then the case level progress will display 60%.

Report Status displays the current report status or the order. If any of the searches are “Delayed”, then the
Report Status automatically moves to “Delayed” status.

Report ETA is derived from the orders search elements. If any search has an unknown ETA, then the case
level ETA will show as “Unknown”.

Status Notes displays the notes of any delayed elements. Otherwise, notes for the element that is expected to
complete last will be displayed.

Search Orders Search Results o TEST, TEST o

/ \ TEST TEST Est. Completion: 03/May/2019
| |

| ! Government ID: 123-45-6789 - Record Ordered.

\\-..,____..-/ @] test@test.com

Overall Progress 54%

a Type Bachground Scsven Croated WAt Est Compledon YApI01 Saatus I Progress

el

. /%% 0 ] 100%

Report

Report Type: Background Screen Report ETA: 2May2013

Report Status: In Prograss*™ Status Motes: - Recom Ondered

&8 Order Details Order Actions: | Select v
Package DELUXE BASIC Order ID: TOO41180

Aczount 5107T26LRN Date Ordered OB/ ARn2018 {more. ..}

Requestor CUSTOMER EDUCATION (TRAINIMNG) Order Documents

Client Reference ID ‘200200200 Client Reference 2 11

Summary of Consumer Rights

Q1 Jan25
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Order Details Element Level

Consideration

Click on the consideration icon to open a description window providing details about the alert.

Search Type

The Search Type column displays each search element included the order. Click the Search Type to view the
element report.

Completion Date

The Completion Date column displays the date when the element report will be completed.

¢ “Unknown” indicates First Advantage does not have enough historical data to calculate the
estimated time of completion.

Status

The Status column displays the individual search element status.

o “Delayed” status indicates an element has been delayed as a result of weather, court closure,
source holidays, etc. First Advantage does not have an estimated completion time to report.

e “Missing Information” status indicates required information is missing to fulfill the request.

Notes

The Notes column has the latest information about the element. For public records, displays the latest status
description; and for verification searches displays the latest process history note.

Search Type Actions: | Select v

First Advantage Mationa
Criminal File

ATLANTA, FULTOMN, GA

Procsssing Record Ordered

Social Security Verification Processing Record Ordered

Felony & Misdemeanor
Processing Record Ordered
ATLANTA, FULTON, GA

Al fully displayed personslly identifiable information is customer provided or is masked based on custorn configuration.
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Order Actions

The following functions can be performed using Order Actions on the Order Details page:
e View/Print
¢ Download (PDF)
e Fax
e Add Search Type

e Customer Service Inquiry

[~] -]

Search Onders Search Results TEST, TEST

/ I \ TEST, TEST Est. Completion: 03/May/2019

| ! Government ID: 123-45-6789 - Record Ordered.
\\5___,/ @] test@test.com

Overall Progress 54%

Typo Bachgiound Scrwen Croated FiApuU1y Esi Complefion MAARITO1S Stahus W Progress

0% 100%

Report

Report Type: Background Screen Report ETA: 02May2019
Report Status: In Progress™* Status Motes: - Record Ondered

i Order Details Order Actions: | Select v

Package DELLUXE BASIC Order ID: 7001180 ViewdPrint

Account 510726LRN Date Ordered 00IARA2018 {more...) Download (FDF)
Requestor CUSTOMER EDUGATION (TRAINING) Order Documents @ Download (POF Paginated)
Client Reference 1D et Client Reference 2 111 Fax

Add Sesrch Type
‘Custormer Servica Inguiry

Element Actions

The functions displayed below can be performed on selected elements using the Search Type Actions on the

Order Details page.

Search Type Actions: | Select v
- S Select
Wiews Print Histc=r=m
First Advantage Mationsl ;w":os: Egg;}P naied)
Crimi wnloa agins
= riminal File 29Ap2019 Processing Record Ordered Fax ¢
ATLANTA, FULTON. GA (estimated) Customer Servics Inguiry
i 5 i i 02May2019 o Record Ordered
(] Socisl Security Verification ey Processing
Felony & Misdemeanar 2 AP2019
(] 7 -y Processing Record Ordered
ATLANTA, FULTON, GA (eaiaslad)

Al fulty displayed parsonally identfisble information is customer provided or is masked based on custom canfigurstion.
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Process Batch

Process Batch provides users the ability to create orders in bulk. (Process batch is not available for all
searches due to the complexity of some international searches.) Under Employment Screening on the

navigation toolbar, click Process Batch.

Employment Screening A

New Order
Process Batch
Search Orders

View Batches

Select the Package for the batch order. Download the Template which is an excel spreadsheet to upload the
data required to process the orders.

Batch Processing

B Requestor Information o
FRequestor Email Address * ELAINE.HARRIS@FADV.COM
Client Represantative ® SSAMPLE v
Additional Requestor Select One v

& Order Information o

Client Reference ID
Client Refarenca 2

Position Applied For

Custom Patkage Bssic Scarng v

Package Detail - BASIC SCORING (-]
Compenent Name Quantity
First Advantage National Criminal File
Social Security Verification

An axplanation of the package you salecied k displayed sbove. The ‘QUaNTRY’ column represents Ma maximum number of each componant fypa includad In the
pacikage prics upon INitE| order After 30 orosr N3E besen placad, 300MIONE! COMpanEnts C2n be 3uged on. but they will INcLr 3 segaraie charge.

(This may Include disbursement fees whare applicable.) #Component will only be orderad when data Is avallable and chargae wil be bllied 36 an additional
companent. Package pricng IE nat afecied

Salary Information
Expected Annual Salary Cumency | USD

For reponting US based criminal history convictions greater than 7 yaars.

Download Template [| Dovinload

Choose File ® No file chosen

Mame Description ®

Q1_Jan25
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The first tab of the spreadsheet contains instructions to complete the template.

A B c D E F G H J K L -
INSTRUCTIONS TO COMPLETE TEMPLATE |

(e

1. Click on the 'BackgroundScreeningBatchOrder' worksheet AT THE BOTTOM OF THE PAGE to begin completing the template. DO NOT
3 |MODIFY THE TABS WITHIN THE TEMPLATE.

5 |2.'CR1'="Client Reference ID"

Either IGNORE the 'CR1" and ‘CRZ’ columns (leave blank) or use these columns to enter specific information (location of employment,
etc.) that you would like to see tied to the case! If your account requires specific data in the 'Client Reference ID' fields (example: cost
center), be sure to enter appropriate information. DO NOT DELETE THESE COLUMMNS OR THE BATCH WILL REJECT!

3. Decimals, special or alpha characters should not be used when formatting the column, Expected Annual Salary.

6

T

8

8

10 |4. USD will be the default when formatting the column, Currency.

il

12 |5. Enter data for all fields required for each search. It is recommended that you enter as much information as you can.

13

6. Use an apostrophe (') before the 55N and include hyphens (Ex: '011-11-1111). USE OF THE SPECIAL OR CUSTOM CELL FORMATS FOR
14 | THIS COLUMN IS ACCEPTABLE.

7. Use an apostrophe (') before the zip when entering a zip code that starts with ‘0" (Ex: "01111). USE OF THE SPECIAL OR CUSTOM CELL
16 |FORMATS FOR THIS COLUMN IS ACCEPTABLE.

8. Use date formats for all date fields (Ex: *3/01/2007). USE OF THE SPECIAL OR CUSTOM CELL FORMATS FOR THIS COLUMM IS
18 | ACCEPTABLE.

9. Do not include spaces or hyphens; Include an apostrophe () before DL#'s starting with 0. The 'License Type' field is required for
the states of Colorado, Nebraska, Texas and Wyoming. Enter a 'C' if you are requesting a commercial MVR. Leave this field blank if
20 you are requesting a non-commercial MVR.

1
10. If your candidate has requested to be provided a copy of their consumer report, you must indicate so by placing an "X' in the
column labeled “Copy To Applicant”. When this option is selected, a copy of the consumer report and consumer summary of rights
22 |will be mailed to the (For U.5. addresses onlv)

‘ BATCH TEMPLATE INSTRUCTIONS ‘ BackgroundScreeningBatchOrder | ® 4 »

Click on the BackgroundScreeningBatchOrder tab to begin completing the template. Required columns are
highlighted in red font. Enter the data and save the file to your computer. Close the file.

A B c D E F G H | J -
CR1 (Client Reference ID) ICR2 (Client Reference 2) |Pnsitmn Applied For |Expected Annual Salary \Currency|Lasl Name|First I‘JameWiddle Name \Has NO Middle Name \Generatinn (Jr, Sr, etc.) |DC

D000~ L R

N RN N e e
RRERREBzz s RaR

<]
n

BATCH TEMPLATE INSTRUCTIONS BackgroundScreeningBatchOrder @ [l »




m FirstAdvantage Enterprise Advantage User Guide

When the spreadsheet has been completed and saved. Select the Custom Package and click Choose File to
navigate to your saved document. Once selected, enter the Name Description and click Process Batch.

Batch Processing

B! Requestor Information

Requestor Email Address * ELAINE.HARRIS@FADWV.COM
Client Representative * SSAMPLE ¥
Additional Reguestor Salzct Cne v

£i Order Information

Client Refarencs 10

Client Refarenca 2

£ Package Selections

Paosition Applied For

Custom Package Basic Scoring v

Package Detail - BASIC SCORING

Component Name
First Advantage Mational Criminal File
Social Security \erification

Quantity

An axplanation of the package you eslzcted ks dsplayed above. The '\QUanTy’ Column regresents Ma maximum number of each compaonant fyE= Includad In the
package prica upon INiiz) order. Afler an arder has bean placad, addiknal companents can ta added on, but they will Incur 3 separate charge.

(This may Include cisbursement fees whare applicatle.) #Companent wil anly be orderad when data 15 avallasle and chargee wil b2 bllied 38 an agditional
companent. Package pricing |s not afeci=d.

Salary Information
Expected Annual Salary Cumency | USD v

For reporling US based ciminal history conviclions greates than 7 years.

B Batch Upload

Diowniload Template
Choose File ®

Choose File (Add_ 04222019 CRW_F.xls

Mame Description

Q1_Jan25
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View Batches

To view batch upload history, select View Batches under Employment Screening on the navigation toolbar.

Employment Screening W

New Order
Process Batch
Search Orders

View Batches

Results are pre-sorted in descending order by batch ID, the most recently submitted order appearing at the top
of the list. Click on the column headers to sort the results displayed by that specific column.

Confirm the status of the batch by referencing the Stage column. Statuses are:

Processing — indicates the order validation is processing

Ordered — Indicates that the orders were validates successfully with no rejections and the batch has
been ordered.

Ordered — Rejections Available for Download — Indicates some orders were validated successfully
and were ordered; however, the initial order includes some orders that were rejected. If this status is
displayed, a rejection file is available for download by clicking Download Rejects.

Cancelled — Internal Application Errors. Contact Customer Support — indicates that the database
may be down or the system may be experiencing server issues.

Rejected Due to Invalid Headers — indicates that the entire batch file was rejected due to invalid
formatting in one of the column headers. If this status is displayed, a rejection file is available for
download by clicking Download Rejects.

Rejected Due to Unrecognized File Format - indicates that the entire batch file was rejected
because the file was not in an Excel spreadsheet format.

Rejected Due to Empty Data File — indicates that the entire batch file was rejected as the file was
identified as an empty data file.

The Records column will indicate the status of the orders contained within your batch upload. A description of
these statuses is as follows:

Submitted: The total number of orders included in the initial batch upload
Validated: The number of orders containing all required fields and are approved for processing.

Rejected: The number of orders that contain missing or invalid data. Rejected orders will appear in
the rejection file and must be corrected and resubmitted to be processed.

Ordered: The number of orders that have passed validation and are successfully processing.
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e Failed: The number of orders that failed out of the total number of orders submitted; typically caused
by an internal application error. Failed orders are rare; however, they must be resubmitted in a new
batch file.

View Batches

Page 1% of1

161689 Test3 BASIC_SCORING Test3.xis customer.education@fadv.com Submitted PROCESSING
Validated:
Rejected:
Ordered:0
Failed-0
ol s BASIC_SCORING_TestZ.xis £ - 5 ORDERED - REJECTIONS AVAILABLE FOR
Validated:4 DOWNLOAD
Chack for Completed Results Rejected:1
Ordered:4 Download Rejects
As of 02/Jan/2025, 0 Completed Failed:0
Batch Summary
161687 Test1 BASIC SCORING Test1xls customer education@fadv.com Submitted 4 ORDERED
Validated:4
Gheck for Completed Results Rejected:0
Ordered:4
Falled:0

As of 02/Jan/2025, 0 Completed

Batch Summary

If the status is in a Rejected status in the Records column, an email is sent to the email address used to
submit the batch. Additionally, rejections are available to download from the Download Rejects button.

View Batches

Page 1+v of 1

161689 Testd BASIC_SCORING Test3.xls customer.education@fadv.com Submitted PROCESSING
Vahdated:
Rejected:
Ordered.0
Failed:0
161688 Test2 BASIC_SCORING_Test2.xis cuslomer. itted:5 ORDERED - REJECTIONS A E FOR
Validated:4 DOWNLOAD
Check for Completed Results Rejected:1
Ordered 4 Download Rejects.
As of 02/Jan/2025, 0 Complsted Failed:0
Batch Summary
161687 Test1 BASIC SCORING Testdxis customer.education@fadv.com Submitted:4 ORDERED
Validated:4
Check for Completed Results Rejected:0
Ordered:4
As of 02Jan/2025, 0 Completed Falled:0

Batch Summary

The First Column in the Reject spread sheet contains the errors/causes for rejection. To resubmit, make all
indicated changes, DELETE the ERRORS column and resave and re-upload the file.

The Check for completed Results link will appear when orders reach an Ordered status. Clicking this link to
determine the number of completed cases in the batch order. Click the Check for Completed Results link to
populate the “As of <Date>” statement with the total number of cases in the batch order that have a
Completed status.
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View Batches

Page 1% of 1
Batch ID Batch Name
161689 Testd
161688 Test2
161687 Test!

BASIC_SCORING_Test3.xls

BASIC_SCORING_Test2xls
Check for Completed Results
As of 02/Jan/2025, 0 Completed
Batch Summary

BASIC_SCORING_Test1.xis

» Check for Completed Results

As of 02/Jan/2025, 0 Completed

Batch Summary

Email Address

customer.education@fadv.com

‘customer.education@fadv.com

customer.education@fadv.com

Records.

Submitted:
Validated:
Rejected:
Ordered:0
Failed:0
Submitted:5
Validated:4
Rejected:1
Ordered:4
Failed:0

Submitted:4
Validated:

Rejected:0
Ordered:4
Falled-0

Stage

PROCESSING

ORDERED - REJECTIONS AVAILABLE FOR
DOWNLOAD

Download Rejects

ORDERED

The Batch Summary link will provide you an overall status of each order that has been successfully placed.
By clicking on the link you will be prompted to download a full summary of your batch into an Excel

spreadsheet.

View Batches

Page 1% of1
Batch ID Batch Name
161689 Test3
161688 Test2
161687 Test1

BASIC_SCORING _Test3 xis

BASIC_SCORING Test2 xis
Check for Completed Results
‘As of 02/Jan/2025, 0 Completed
Batch Summary

BASIC_SCORING_Test1.xis

Check for Completed Results
As of 02/Jan/2025, 0 Completed
Batch Summary

Email Address

customer.education@fadv.com

Records

Submitted:
Validated:
Rejected
Ordered:0
Failed:0

Validated:4
Rejected:1
Ordered:4
Failed:0

Validated:4
Rejected0
Ordered:4
Falled:0

Stage

PROCESSING

ORDERED - REJECTIONS AVAILABLE FOR
DOWNLOAD

Download Rejects

ORDERED

Q1_Jan25
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This spreadsheet will contain two worksheets:

e Summary Count — provided the number of orders Validated and Ordered, in addition to the number
of Completed Orders, Incomplete Orders, Completed Reports Previously Viewed, and
Unviewed Completed Reports Available within the batch order.

o Summary of the orders — provides the overall Case Level Status of the order in addition to subject
information included in the order

EMS.I‘-.m‘I Excel . HalchSwrmmasy BaleMD1%43 0701241)

(3] Be E® Yen [oet Famet Dok Dy Wndow Estess bep AdsFOF
RS NEE= 11> D Uje-a s A ey, Cae ) 8 E-3gl [ele @i 30 =B
: S TRTTe—— 3

ED Micrnestt xred - BasehSunmary_batchil 543_0701731]

1_Vaidated 3
2 [Ordered 3 PR}l Ed Ver hewt Fomet Tosk Osta Widow Embuee thk  Ackbe OF Ttpe 2g.eabn frbep
3 [Camplet=d Crderz ] HRNE = REUE II= BN (U WeTyy. e A0 ~-gt-3lﬁwl§m~_t'_-_ﬁh'.‘?ﬂ 183
4 _ncomplete Crders 3 R — "
5 [Completad Reports Previoushy Vieved 0| ol 0 Ao S 2 243 sk Gl .
& Urtievied Completed Re ports Avaiable ] i sosgk Pt | Wrsdee -l
7 = :
8 [NOTE Batoh orders ane ordered 318 rate of 100 orden(s) ¢ 100 min[s). Slck on the Summany ’}—_7;,.. 5.3;‘
a _ha 18 &~
| P e R A i E F G H [E=p==lt=—]
1 |Case Level Status lCPiCFiLast Name|First Narme| 55N |Last Updated _|Date Ordered
2 | Progess A N NhnFE 1ANF 12345000 1AS07 1425 1090007 1425
3 |n Progrese A N DOE ARR RETEDO0 1NB200F 1425 1122007 1425
4 |in Prograss A M DOE ALE LE5E5- X000 THR000 14:25 10190007 1425
< -
LR .ammn@my)‘/ g !
[7]
3.
10
1
[12]
13]
o« v W Summany Summary £ 1<

The Generate Completed Results link searches for all completed results within the batch order and creates
an HTML file for each completed report result.

Click Generate Completed Results to generate report results for those orders in a completed status within
your batch.

To create a file of the individual report results, you should click on the link for Generate Completed Results. A
secondary link to View Completed Results will display, click on this second link and follow the screen prompts
to open or save the zip file of the order results.

View Batches

Page 1V of 1

Batch Sumi

161687 Test! BASIC_SCORING_Test1.xis customer education@fadv.com Submitted:4 ORDERED
Validated:4
Check for Completed Results Rejected:0
As of 02/Jan/2025, 0 Completed Ordered:4
Failed:0
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Administration

Overview

Not all Enterprise Advantage users will be designated as an Enterprise Advantage administrator; however,
there are some Administration options that every Enterprise Advantage user will use routinely. For example,
two administration functions that every Enterprise Advantage user can access include changing passwords
and individual preferences.
On the Enterprise Advantage toolbar, use the Administration option to:

e Change your own system settings and preferences.

e Change another user’s settings and preferences.

e Set default options for yourself, other users, and your company.

o Modify your company’s information (e.g. billing and contact information).

e View managerial reports.

e Create user specific custom packages.

Note: 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 Options
Read the table below to learn more about the Enterprise Advantage Administration Options.

Toolbar Options Description

Company User List Use this option to view the list of Enterprise Advantage users for your
company and add or remove users from the account.

Custom Package Maintenance Use this option to create specific custom packages.

Q1_Jan25
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User Settings

Use User Settings to edit settings and preferences for the user currently logged into Enterprise Advantage. It
is also used when an account administrator adds a new user to Enterprise Advantage to designate the settings
and preferences for the new user.

Enter the information in the following required fields:
e First Name

e Phone
e Email Address

Edit User Settings

First Mame * ASHLEY

Last Name PURSEL

Department

Location
Internatienal O
Phone * (678)699-9405 x &

Fax

Email Address * ashley. pursel@fadv.com

Reset Password

To change Enterprise Advantage password, follow the steps below.

Step Action

2 Click Edit User Settings.

Administration v

User Settings
Company User List
Company Settings
Custom Package
Preferences

Company Documents

Q1_Jan25
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Reset Password

In the New Password field type your new password and confirm it by retyping it in the Confirm

Password field.

Change Your Secret Question

To change your Enterprise Advantage secret question, follow the steps below.

2 Click Edit User Settings.

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

[ Save Changes J

Change Your E-mail Notification Preferences

Enterprise Advantage provides the option of choosing whether you want to be automatically notified by e-malil if
an order status meets the criteria selected.

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

Steps Action

Click Edit User Settings.

£ Auto Email Notification Preferences.

Matification Frequency Motification OFF
Company Summary NO

Metification Criteria Do Mot Motify
Saved Order Nofification NO

4 Select the Notification Frequency from the drop down.

‘ Auto Email Notification Preferences

Notfication Frequency Notficstion OFF

| Twice Daily(8:00AM-12:59PM & 1:00PM-5:50PM EST)
| Daisy(e:004M EST)
| Weekiy(8:00AM EST Mondsy)

Include All Company Orders | oty 5 GOAM-3 20PM E5T)
™ Monthy (3:00AM EST 75t of Month)

L) Cneck this box f you would like to-

Q1_Jan25
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‘ Auto Email Notification Preferences

& Auto Email Notification Preferences

Notification Frequency
Include All Company Orders
Nofication Criteris

) Check this o i you would like to

The table below describes each notification option available to you.

E-mail Notification Description
Option

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

If checked users will receive a daily email notification summarizing any new orders
Notification created, saved and not submitted.

Save Order

Q1_Jan25
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Company User List

The company administrator has access to the list of Company Users for their account. The administrator can
Inactivate a user, edit a user’s settings, or add a new user.

To edit the Company User List for your account, follow the steps in the table below.

Step Action

Administration

User Settings
Company User List
Company Settings
Custom Package
Preferences

Company Documents

2 Click Inactivate to remove a user’s access to Enterprise Advantage.

‘ User List

Page 1 ¥ of3

User ID Full Name Status

pesSO0KE socst s G <

‘ User List

Page 1 ¥ of3

User ID Full Name

AASEOCIATE Abigail Associate

Q1_Jan25
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4 Click ‘ at the bottom of the User List. Enter the new user’s User ID, Name,
and a temporary Password. Retype the Password to confirm it. Click Add.

Add New User

User D *
First Nsme *
Last Nsme
Password *

Confirm Password *

5 e O
:

appropriate security rights. Click Save.

The User Information screen will open. Enter the Phone #, Email Address and select the

Edit Company Settings

The Enterprise Advantage administrator for the account can change the company’s preferences. The tables in
this section describe how to set each company preference option.

Edit General Information

To edit company’s address, phone and fax number, follow the steps in the table below.

Step Action

2 Enter updates to the Company Phone, Fax or Email Address and click Save.

General Information

B General Information

Phone * Replaced_by_COFY_CUST
Fax® Replaced_by_COPY_CUST

Email Address * ‘wps.ust@fadv.com

e

Q1_Jan25
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Manage Adverse Action Letter Comments

In the Manage Adverse Action Letter Comments screen, click Add Comments.

m Manage Adverse Action Letter Comments

Click "Save' to confirm your changes

Standard Verbiage Name Standard Verbiage D

Order

o results found

)
———— . ———

Add Standard Verbiage for Order Level Comments

Standard Verbiage Name *

Standard Verbiage Description ®

Click Save to confirm changes.

If desired, continue to add additional comments. Use the up and down arrows to organize the
order the comments will appear in the drop down. Use the trash can to delete the comment.

Manage Adverse Action Letter Comments

Click "Save' to confirm your changes

rights under the Federal Fair Credt Reporting Act
may adversely affect your employment

()

dard Verbiage Name Verbiage D Order
Wie have recently requested a criminal background
report on you. Information contained in this report

PreAd Comment encl herewith, including a summary of your (@ o | ]

Q1_Jan25
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Credit Report

Action

2 Designate the type of credit report your program will receive within the consumer report by
selecting the radio button. Click Save.

Credit Report Preferences

U Full Cradit Report
®gy mmary Cradit Report

Print Card Setup

Step Action

2 Enabling this feature allows user to print a summary “print card” of the completed and “Eligible”
results for the candidate. Click Save.

Print Card Preference

[+ Print Card functionality enabled?

Note: The Print Card feature can only be utilized with programs that using First Advantage
Adjudication services.

Q1_Jan25
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Customer Defined Field 1 and 2 Setup

With this feature, the administrator can set up and/or manage program specific fields. These fields can be
made required and can include cost center codes, billing locations, region/district codes, et. That can be
referenced in reporting and/or billing.

2 In the Customer Defined Field screen, label the field and select the radio button to define the
format of the field. Click Save.

Customer Defined Field 1
i Gustomer Defined Field 1 0o

Fiekd Labal Gliant Raferance 1D
Type A=
Taxt

®/Not Customized

i — T —

Note: The field format can be one of the following:
e List— creates a drop down list where a list of values will be available for selections

e Free form text — Requires an example of the pattern to display in the Customer Defined
Field ‘Text’. Valid patterns include any combination of 9’s, A’s, N’s, /’, - *, or spaces.

¢ Not Customized allows administrator to label the field, but not limit it to a specific format.

Q1_Jan25
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Change Order Entry Default Custom Package

To change order entry default custom package, follow the steps in the table below.

2

Click Edit User Settings.

£ Administration

¥ Edit User Setfings

» Acrcess Company User List

¥ Edit Company Setfings

P iz Managerial Reports

F Custom Packsge Maintanance

¥ Add Mew Ussr

Options

B Default Package For Order Entry

Default Package

Click the radio button for the package to designate as the default when order entry is performed.
Click Save.

Default Package Preference

(No Default Package)
® Basic Scoring
Canada Package

) Carecentrix Batch Package

€ase Management Package

Commarcial Drivar
 Comprehensive
_ Default Drug Test
~Default Package
OBeluxe Basic
Deluxe Comprehansive
*Deluxe Enhanced
Obrug
Drug Hair Package
Ecup Pane! Package
Enhanced
~Heal Manitoring
Opackage Compliance
Par Component
Prog Order Standard
OTexas
Urine 5 Panal Package
Urine 5 Panel Package
Urine Rapid Panel Packsge

Note: These packages are customized for your company. To find out more information about

these packages, see the designated Enterprise Advantage administrator for your organization or
contact First Advantage.

Q1_Jan25
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Billing Information

The Billing Detail View Options lets you set the criteria for your billing detail:
¢ You can select a specific invoice or view un-invoiced transactions.

e You can choose to group by requestor, reference # or subject. If grouping by Reference #, you may
indicate the # of characters to group by, i.e. entering ‘4’ in the # of Characters to Group, will group
transactions by the first 4 characters of the Reference #. Leave blank to use the entire Reference #.

e You can also choose to sort the transactions, or if grouped, sort within the group.
Filter Options lets you filter for a specific requestor, reference #, or subject. Choose the Filter and enter the

Filter Value to search for. To include package components in the detail view, check the Include Pkg
Components box.

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

Billing

nvoice Date Uninvoiced Transactions v
Group By

# of Charscters to Group

Sort By - v
nclude Transaction Types Background Only v

Filter Type v

e —
nclude Pkg Components

Show Subtotals Only "

Invoice Summaries

Invoices are due upon receipt. Payment will be considered late if not received within 20 calendar days of invoice date.

Me Invoice Summaries Found
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Billing Filtering Preferences

The Billing Detail View Options allow setting the criteria for billing detail, and the Filter/Presentation Options
allow filtering for specific invoices.

Step Action

2 Chose to group by Requestor, Reference Number, or Subject.

Note: 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.

Filter/Presentation Options

To specify display preferences for your Billing Details and Invoices use the Filter/Presentation Options.
Follow the steps below to indicate preferences.

Step  Action

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

Q1_Jan25
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Company Documents

This feature allows company administrators to manage company specific documents that are made available
to users at any time when logged in to the Enterprise Advantage website.

The Hierarchy window displays all accounts and/or groups that you have access to select. If available, you
can click the plus + or minus - buttons to expand or collapse an account or group to display or hide the sub-
accounts.

e Select the account or group and click Submit to update the dashboard with your selection.

¢ Upon selecting an account or group of accounts, will update and allow access to all orders submitted
for your selection criteria.

Select a hierarchy or account:
o B
B Executive Offices - MA
@ Ei Downstream
= E Executive Offices
® E‘j Metalics Raw Malerials

@ E} DS-Reinforcing Steel West

submit Jl Cancel |

Q1 Jan25
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View Managerial Reports

The designated Enterprise Advantage administrator for the account can view and print managerial reports for
the account by clicking Reports 2 Base Reporting on the navigation menu.

Reports v

[ Base Reporting ]

Viewing and Printing Managerial Reports

Follow the steps in the table below to view and print managerial reports for the account.

Step Action

2 Click the name of the report that to be viewed.
Client 1d 510726LAN

Alert Statistics Shows alert tallies by client and/or component
Automatic Letter Generation History Shows auto-generated letter history
Component Exception Summary Provides summary of alert/consideration results for a given date range
Cregit Card Transactions for CDC Display a report of CDC credit card transactions for account
Number of Applicants Shows the number of applicants within the range of dates specified
Open Searches Shows the court and verification searches that are still processing

ki laa! i Shows the turnaround statistics for this client's package(s)
Search Count And Response Time Shows the Search Count And Response Time
Split Delivery and Carbon Copy Redirection Report Display a report of an account’s Split Delivery/Carbon Copy cases
Turnaround by Search Shows the Search Count And Response Time

Select the criteria to filter the report. Click Print.

Q1_Jan25
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Frequently Asked Questions

Order Entry

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

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

Q: I 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?

A 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.

Q: Why are California current addresses mandatory fields?

A Currently, California requires First Advantage Enterprise Advantage reports to include the candidate’s
current address at the top of the report. California state law requires that all candidates 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 available on the report. While other states do not require the full current address, we do
recommend including this during your order entry.

Q: Why did another name appear on the grid?

A The name and location grid is developed from the candidate’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
candidate (this includes maiden names or aliases), and not for any other name. For questions about a specific
occurrence, please contact Customer Service.
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Q: 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?

A 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.

Order Viewing

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

A Turnaround time is dependent upon the elements in the order and the requirements surrounding the
check. For international candidates (excluding the US) the turnaround time is 7-10 days. For US
candidates the turnaround time is based on what is in the order. The Social Security Verification is returned
instantly, sometimes within seconds after ordering. Criminal backgrounds have different turnaround times.
The majority of the County searches have a 3-5 day normal turnaround, there may be an additional 1-5 days
if 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 Enterprise Advantage system. For specific turnaround times on your
report, please contact Customer Service.

Q: Why does my SSNV report indicate there is no record when the candidate 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
candidate is fairly young or does not have any credit history yet. If you feel that your candidate 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 consideration) notification on a Social Security
Number Verification search?

A: The red flag on the SSN Verification 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. Itis also
possible that the SSN was entered incorrectly; therefore, the search could return another individual’'s
information.
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Q: What is the first step in the process of providing our data to First Advantage?

A 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 First Advantage. During this call,
documentation specific to Enterprise Advantage 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.

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

A 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 successfully submitted.

Q: Can I print more than one completed report instead of just one at a time?

A 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
Q: Why can | only view my invoice detail online?

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

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

A 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 First Advantage
and instead are remitted to the organization or service that required the fee.
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Administration

Q: How do I change my password?

A: 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 tumn off the notifications, you may also do so.

Q: We get an e-mail message each day for unviewed orders. Is there a way to cancel this message?

A Please follow the steps below to cancel Auto-E-mail notification:
« Login 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.
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