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SwiftHire Mobile-Applicant Portal

HR departments can extend the background screening process to mobile devices through
Swifthire Mobile and it’s Applicant Portal, providing job applicants with complete visibility and
a faster, more simplified experience that aligns with the proliferation of modern, mobile-centric
applications. Swifthire Mobile also eliminates the manual, time-consuming
information-input-process for CRA’s and HR departments, and extends the enterprise-grade
functionality of the deverus Verocity platform to streamline all workflow, reporting and
management of increasingly important applicant background checks.

Welcome to Applicant Portal

To access the Applicant Portal, the applicant should fill out a background check request
utilizing the SwiftHire Process. For more information, please review SwiftHire Mobile Forms.
After an applicant has submitted their information, they can use Applicant Portal to keep track
of the status of their background check, as well as have a central location for their documents
and disclosures. They can also see, at a glance, what information (if any) was returned on the
background check, and gather all the information they
need to dispute any incorrect or incomplete
information.
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Logging into the Portal

1. After the SwiftHire initial form has been
submitted, (see SwiftHire Mobile Overview) a
new email is sent to the applicant with a link to
utilize the portal.

2. Use the link to access the login page. The user
does not need to create an account - they
simply have to use the e-mail address they
provided with the initial SwiftHire and the last
four digits of their social security number
(SSN4).
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https://deverus.zendesk.com/hc/en-us/articles/115000807623-SwiftHire-Mobile-Overview
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Your Login Requires Authenti...

1 recipient

Your login to requires additional authentication. M onument
Enter the following access code in the provided field: | Recruiting
255350
Applicant Portal
S ecure L o) g | n Please enter the one-time verification code sent to you via text or emall.

Before we allow access to what can be sensitive

personal information, we require confirmation of
the applicant’s identity.

SIGN IN

Didn't get a code

3. Once email and last 4 of SSN are entered, we
send an a verification email, containing a six-digit
access code. This code provides them temporary
access to the application, and is different every
time the user logs in.
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Your Background Check Reports

Record ID Employer Order Date Status Complete Date Action

5049 Monument Recruiting September, 29 2017 ... pending CONTACT US

Dashboard

Once the applicant is logged into the portal they will see their dashboard view. They can view
the components of the background check ID, status, completion date, and action.

Record ID

This is the unique numeric identifier given to you your background check request.

Employer

The company or individual requesting the background check on your behalf.

Order Date

Date initial request was ordered. This can vary from the day you complete the original form as a
company can choose to review data before places the order.

Status

Pending- Background request is still in progress
Complete- This component of the background check has been completed.

Completed Date

The date the background check finished processing.
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Action

The applicant will next have 2 actions they can take.

Contact us- If the background check company has not finished compiling the background
check, the applicant can contact them by clicking the “Contact Us” button.

View Report- If the background check has completed the applicant can view the results of the
screening using the view report.

Contact Us

Name: Your Background Checks

Address: 1708 W. 6th

Email: service @yourbackgroundchecks.com
Phone: B00-555-1212
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Pre-Adverse, Adverse and 613a Letters

Clicking on “View Report” will take the applicant to their report page, where they can see the
results of all the searches completed.

If the background check lead to a flagged report and the a pre-adverse, adverse, or 613A letter
has been added, that letter is shown to the applicant before they can view results. The
applicant must scroll down to the bottom of the letter and click “I Understand” to continue.

Pre-Adverse and Adverse letters can be added be either an HR client or the Background
Screening Company as an additional search. See Pre-Adverse and Adverse Letters for more
information.

613a
These letters are setup to automatically attach to certain criminal reports with adverse action.
Please click on 613a Letters for more information.

' | Welcome to the portal, ‘“ @ -
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< BACK = EMAIL & PRINT & DOWNLOAD

Notice of Background Report

TEst teST
1504 kohlers trl

lakew, TX 78734
Dear Applicant,

Enclosed is a consumer report that was requested in connection with your application
for employment with our company. In accordance with the Federal Fair Credit
Reporting Act, we have also enclosed a copy of your rights under the Act.

You have the right to dispute the accuracy or completeness of infarmation contained in
the repori(s) by contacting Your Background Checks, or if the report is a credit
report, contacting the credit bureau that furnished the report.

Sincerely,

Human Resources Department
Candid Research, Inc.

1938 N. Batavia St. Ste A
Orange, CA 92865

Enclosures:

Copy of Consumer Report
FCRA Notice of Rights
FCRA Contact Sheet

Reporting Agency Contact Information
Your Background Checks,

1708 W. 6th

800-555-1212
http:#fwww.s2verify.com/

Para informacién en espanol, visite www.consumerfinance.gov/learnmore o escribe a la
Consumer Financial Protection Bureau, 1700 G Street N.W., Washington, DC 20552.
A Summary of Your Rights Under the Fair Credit Reporting Act

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information in
the files of consumer reporting agencies. There are many types of consumer reporting agencies, including
credit bureaus and specialty agencies (such as agencies that sell information about check writing histories,
medical records, and rental history records). Here is a summary of your major rights under the FCRA. For
more information, including information about additional rights, go to
www.consumerfinance.gov/learnmore or write to: Consumer Financial Protection Bureau, 1700 G
Street N.W., Washington, DC 20552.


https://deverus.zendesk.com/hc/en-us/articles/210258203-613a-Letters
https://deverus.zendesk.com/hc/en-us/articles/210257963-Pre-Adverse-and-Adverse-Action-letters
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Viewing the Report

' Welcome to the portal, o[l . v
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Your background check is now complete and ready for your to review. VIEW

Dashboard

Your Background Check Reports

E Record ID Employer Order Date Status Complete Date Action

5049 Monument Recruiting September, 29 2017 ... complete September, 29 2017 1... VIEW REPORT
Documents

When a background check is complete, the Dashboard will display a message with a link to the
results reports. If it is the applicants to see the report a blue notification bar will appear to notify
them that the status is complete and ready for viewing.

View- See details of the report.

Dismiss- Will remove the notification and the applicant can use the “View Report” link to see
details.
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Report Details

The applicant’s background check will more than likely contain multiple background check
components. The name of the searches in the report will be displayed on the left side. Click on
the search name in the left pane to display the report in the right pane. Any information
reported will have it’s details displayed.

' Welcome to the portal,
: Monqment
1 Recrultlng Background Check Results Monument
h Recruiting

L4 County Civil i
. County Civil Reports
County Civil
Jurisdiction Searched HAYS, TX
E - Name Searched
. 4 County Civil
Documents
DOB Searched 07/30/1973
Past Address History SSN Searched 123456789
Years Searched
Reference Verification
Record 1
e Plaintiff dude five
Instant Criminal
Defendant dude six
Case Number 1111
Verified By DoB
Case Type typec

Fia mas EEVECTLTEr

Dispute Button

If the information on a specific search is flagged or shows adverse action, a “Dispute This”
button will appear on the page. If the applicant finds that there is an error in the information
provided or the report is not associated with them, they may want to reach out to the
background check company to file a dispute of the results.

They can simply click on the “Dispute This” button which gives the applicant the customer
service contact information for the background check company.
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Documents

Applicants can also manage their documents using the applicant portal. To view consent and
disclosure information, they can click on the documents tab located on the left side of the portal.
Here the applicant can view, print or email out any of their documents.

Download- Use to download a PDF or other version of the
document. = EMAIL B PRINT & DOWMLOAD

Print- To print simply click on view and then the print button

located on the search.
Email- To email any documents, first click view and then utilize the email button to enter an

email address.

F | Welcome to the portal,
Monument
Recruiting Important Documents

Disclosure and agreement

Electronic Signature Consent VIEW

EI Disclosure Regarding Background Investigation VIEW

Documents

Disclosure Regarding "Investigative Consumer Report' Background Investigation VIEW

=2
@

Acknowledgment And Authorization For Background Check VIEW

Uploaded documents

You haven't uploaded any documents yet.
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Uploading Documents

Applicants can also upload additional documents to support any dispute claims or send the
Background check company any additional information that may be needed to complete the
screening. The following formats are supported:

- PDF, WordDoc, Image : gif, png, jpeg.
=> There is 5mg is the limit.

' Welcome to the portal, @ -
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Eheetronic Signature Comsent

You have been authorized to complete onling documents in connection with your employment and receive
Iegal potices throughout your employment clectronically. During this process, you will be asked 1o "sign”
one of more of the online documents with an electronic stgnature, Please read the following carefully
regarding the electronic SigRanmenOtcs PrOCEss.
You have 2 options 1o sign & document elscironically:
1. Sign vour name on the signature pad using either your mouse or your finger. if you are on o toach
device, ond click the "I Accept” button sppearing at the bottom of the documant.

2. Fill out your name and last for dights of your SSN and click e °1 Accept” butlon sppearing at the
botom of the document

NOTE: Your electronic signatare will not be applied wo the untll you y sl of
these steps,

If you want 1o make chenges in information you provided, click "Back® buiton on your browser. If you do
not agree o sign the document electronically, click the "Decline” button,

At the conclusion of this transacthon , you will kave the appomumnity to download and print any documents
vigwed or signed during this electronic fransaction. You may also request paper copiss of documents or
disclosures if you prefer wo do so.

Click hege for the hardware/soltware requirements needad 1o acoess and retain the electronic repands related
to your application. incloding the documents you are asked to sign. You may also contact:

Your Background Checks

serviceyourbackgroundehecky com

H00-355-1212

for & free copy of the documents you sign. Proper identificatson will b requined before such information is
provided

Once the signarure process is completed, your electronic signature will be binding as if youo had physically
signed the document by hand

If it any point you would like to withdraw your consent for your ebectronic signatare, or if you need
update information needed 1o contact you electronically, please contact Your Background Checks at $00-
5551212 or service@yourback groundchecks.com. Any withdrawal of consent will be effective a of the
date it is received.

Please click "l AGREE" if you consent 1o provide an electronic signature rather than & handwririen signamure
in commection with any application or background screening documents and whenever you sign documents
on this website and to receive notices and documents electronically in connection with your application for
emplovment and background screening process.

= W

You will have the same options as any other available documents.

Download- Use to download a PDF or other version of the document.

Print- To print simply click on view and then the print button located on the search.

Email- To email any documents, first click view and then utilize the email button to enter an

email address.
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