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[bookmark: _qb8zoa9zdovx]Introduction to SwiftHire
SwiftHire allows users to send self-screening invitations directly to applicants. The applicant who receives the invitation can click a personalized link, electronically sign an electronic consent document (if enabled by your background check provider), and fill out their information to initiate the background check. This guide will help outline the process for SwiftHire setup and ordering.
[bookmark: _5i9h0nf2hrby]
[bookmark: _92yfh0faorgk]SwiftHire Settings 
Before a background check can be ordered via SwiftHire, the individual user settings must be configured; these settings can be accessed at any time from the SwiftHire dashboard as shown below, even after they have been initially configured.
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[bookmark: _4u5doibtp0qf]Request Email:
This section is where the invitation email verbiage and settings are configured. It includes the following fields:
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Email Reply to: The email address of the person or organization requesting the background check. The applicant can reply to the SwiftHire invitation if necessary, and the reply will go to this email address.
Subject: This is the subject line of the email invitation. A specific Subject line can be helpful to applicants when searching their inbox (for example, ABC Company Background Request).
Text: This is the actual content of the email. Default verbiage is included but can be easily customized to include any additional instructions and guidance for your applicants. The system will automatically add the SwiftHire link at the bottom of the email when sent (the link says “Get Started”).
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[bookmark: _puvs5ltj055i]Reminder Email(s):
Here you can construct the main reminder email along with any number of optional reminder emails, which can all be sent to your applicants automatically. Each reminder has three fields:
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Subject: The subject line of the reminder email. For example: “Reminder - Complete Background Screening Request for ABC Company” 
Text: This is the actual content of the reminder email. Default verbiage is included but can be easily customized to include any additional instructions and guidance for your applicants. The system will automatically add the SwiftHire link at the bottom of the email when sent, just like the initial Request Email.
How many days until the reminder is sent?: The system tracks how many days it has been since the original invitation was sent and can automatically send the reminder after the number of days indicated here have passed. For example: If the reminder is set to send after 2 days, the applicant receives the invitation on a Monday and has not completed it, they will automatically receive the reminder on Wednesday.. To add additional reminders, click “+ Add an automatic email” at the bottom of this screen. Multiple reminders can be used, each with a different number of days, to create escalating verbiage for applicants who have not submitted their information. 
[bookmark: _u1z6mr86mn54]Notifications:
If desired, one or more users on the account can receive a notification email each time a SwiftHire link is completed by an applicant.
[bookmark: _b29dx5hgbj95]Process:
When an applicant completes their SwiftHire invitation, there are three options for how the order will begin processing:
WITH Review: You can choose to review the information and make changes before initiating the order for processing. If you choose WITH a review, then the list of SwiftHire orders pending review can be accessed via the Home Page, either under the SwiftHire or Report Management tab.
WITHOUT Review: Orders will begin processing immediately once the applicant submits their information.
Applicant Pay via Credit Card: The applicant will be prompted to pay for their background check via credit card (if configured by your background check provider). The background check will be ordered, and the applicant will be sent an invoice as receipt for the order.

Once all sections are filled out, click UPDATE to save the settings. You are now ready to place a SwiftHire order!

[bookmark: _xtdfvk24xks1]How to Order 
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Ordering background checks using SwiftHire Mobile can be done in a few easy steps. After you (or your background check provider) have configured your SwiftHire settings:
1. Click the SwiftHire Mobile tab to navigate to the Create Request page. 
2. Enter the applicant’s Last Name, First Name, select the package and reference code (if applicable). 
3. Choose a delivery method. The email address is required, but you can also send the link via text message! Of note, if you choose to send the link via email and text, the applicant will receive both invitations; once one is fulfilled, the other becomes invalid.
4. Check the acknowledgement box, and click Submit. You will see a success message like the one pictured below!
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[bookmark: _5ff4rz6gptku]Managing SwiftHire Applicants
Depending on your reminder and notification settings, you may wish to monitor and manage your applicants from your account. You can access these applicants by either going to the SwiftHire tab and then View Applicants, or under the Report Management tab and choosing the SwiftHire folder on the right-hand side. Any applicants listed in this folder either a.) have not yet submitted their information, or b.) are pending review by a user on the account.
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From this page, you can:
1. Manually send the reminder to one or more applicants by checking the box and selecting Send Reminder for Selected.
2. Edit the applicant’s email address associated with the link prior to sending the Reminder. To do this, either click on the envelope to the right of their name or check the box for a single applicant and click Send Reminder for Selected:
[image: ]
3. Cancel any pending links, which will render any links previously received by the applicant as invalid.
You are now set to use SwiftHire to request and manage your background checks!
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Reminder Email (for online notifications)

Subject:
Email Title

Text:
Appiicant Name,

Recently a request was sent to you regarding your background check for Demo Account.
As a part of our hiring process you must successfully complete a background check. In
order to make this process quick and easy, Demo Account requires that you complete the
following request. If you need assistance completing this request or have any
questions about Demo Account, the background check, or the position that you are being
considered for, please call our office at 555-555-5555. If we do not hear from you or
receive your information to complete this background check within 10 days, you will be
removed from consideration.

sincerely,

Mackinm 2
Alink to the background check form will be here at the bottom of the email

How many days until the reminder
email is sent?

None (send online only) v
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SwiftHire Mobile: Create Request Viow Applicarts

Branch Order

Last Name First Name

Select Package v

Select Reference v

Delivery Method
Email Send TextLink ()

€C me a copy
CC Email

‘You may enter multiple emails separated by commas.

I hereby acknowledge that, by utiizing the SwittHire process, the consumer will be provided with an electronic written Disclosure and their electr
written Authorization will be obtained before an order for a consumer report will be placed, and | agree to the content of those two documents;
O furthermore, | hereby certify that the appropriate adverse action process will be followed, where applicable, that this consumer report is being
obtained for employment purposes, and that the information from the consumer report will not be used in violation of any applicable Federal or State
equal employment laws or regulations, all in accordance with the requirements of the federal Fair Credit Reporting Act, 15 U.S.C. §§ 1681 et sea.
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SwiftHire Mobile: Create Request View Applcants
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O Global
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Applicant: SwiftHire Mobile
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Are you sure you want to send a reminder?

Current email: donotreply@deverus.com
Need to Change Email?

YES, SEND

NO
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SwiftHire Mobile: Create Request View Applicarts

Batch Upload
Branch Order
Last Name First Name
Select Package v
Select Reference v

Delivery Method
Email Send TextLink ()

€C me a copy
CC Email

‘You may enter multiple emails separated by commas.

I hereby acknowledge that, by utiizing the SwittHire process, the consumer will be provided with an electronic written Disclosure and their electronic
written Authorization will be obtained before an order for a consumer report will be placed, and | agree to the content of those two documents;

O furthermore, | hereby certify that the appropriate adverse action process will be followed, where applicable, that this consumer report is being
obtained for employment purposes, and that the information from the consumer report will not be used in violation of any applicable Federal or State
equal employment laws or regulations, all in accordance with the requirements of the federal Fair Credit Reporting Act, 15 U.S.C. §§ 1681 et sea.
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SwiftHire Mobile: Settings

Before you order, you'll need to configure this feature for use. Please fill out the information below, then proceed to
order.
Request Email

When you send a SwiftHire Mobile request to an Applicant, they'll receive an email requesting that they fill out their background check
info oniine. Feel free to make any changes to the From address, Subject line, or text of this email below.
Email Reply to:
Email

Subject:
Email Title

Text:
Appiicant Name,

As a part of our hiring process, you must successfully complete a background check. In order to
make this process quick and easy, Demo Account requires that you complete the following request.
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GET STARTED
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