my [HR screens’

User Instructions

TO BEGIN:

Visit the myhrscreens.com webpage and
click the button at the top right .

to Order a screen. el WO

This will take you to the login page. i
You will enter the login information that was
emailed to you when you signed up

with MyHRScreens.

\ 4

Once you log in you will see the -
Main Dashboard. [ =

my [l screens”

Home  Ordering  Screenings  Docs&Forms  MyAccount  Operations  Help & Training  Logout myscreens / wwaites | (&
Q

Newly Completed (5)

] || Welcome to your new homepage
Middle @ Johnny Bad

@ johnny bad

Last @ Jomnnysad Ty

l @ JohnnyBad (Fy

Applicant Email or Phone Number

] JoeTest Ty

Package
Draft/saved (0)
AlaCarte

Applicant Invite Type ¢ Rescreening required (0)

Save to Draft for Review ©@Process Immediately

Send To Applicant

Pending (2)

Completed (14)

New updates (6)
|| Messages and Alerts
Subject: Generation of Pre-Adverse Action Letter Letters
17104917
re-Adverse Action Letter letters has finished.
ad.

All Reports (16)

Time:201

Invitations In Process

TO PLACE AN ORDER

At the top of the horizontal menu bar click
ONLINE ORDER.

Quick MVR Order
Batch Orders

Account

Global
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To place an order Cont’d

This is where you will Choose a package to
order from the drop down menu.

- Choose what type of screening service or package

you would like to order.

NOTE: When ordering A la carte, be sure to select
each box next to each screening you would like.

Click CONTINUE TO NEXT STEP

Complete the Applicant Information

Il Please note that
highlighted boxes are

mandatory and must be filled in
before you can proceed !!

my [[IJscreens”

> Package: A La Carte [fj

Subject: No Info et [] Verification Services

Employment ®
Education @
Professional License ()

Billing: No IDs set ([T
Requester: Windy Waites [T

Products and Authorization

& Home Ordering  Screenings  Docs&Forms  MyAccount  Operations  Help &Training  Logout Search myscreens / wwaites 8
Online Order Save as draft
~ PACKAGES AND PRODUCTS [ bescrisE ERRoRs |
Placing order for: MySCreens/wwaites DESCRBEERRORS
Change
+ PAGE CONFIGURATION Choose a package:
AlLa Carte s
Pre-checked items are your most commonly ordered services. Any additional items you order will be added to your bill.
ORDER SUMMARY
Background Public Records
Order Inf N 'SSN Address Trace ? National Federal Criminal @)
rder Information Credit (Employment) Report &) County Criminal History @

Motor Vehicle Report (3
Adverse Action Process

Authorization ) Healthcare Services

Medical Sanctions History Level 3

Medical Sanctions History Level 1

Office of Foreign Assets Control Search 2

0IG Sanctions/SAM 2

me | myn T myHRScreens
& Home  Ordering  Screenings  Docs&Forms ~ MyAccount  Operations  Help & Training  Logout Search mysc
Cnange
+ PAGE CONFIGURATION Chooss a package:
V Ala Carte
Basic Package
[y reverification hiddenpackage Hded to your bill.
ORDER SUMMARY Plus 7 Year Search
Background Plus 10 Year Search
g Premium 7 Year Search

Premium 10 Year S
Healthcare Specialty Package 7 Year

SSN Address Trace @
Credit (Employment) Report )

Order Information

> Package: A La Carte [[J

Subject: No Info Yet ) Verification Services

Employment 3
Education ?
Professional License ()

Billing: No IDs set [[T3
Requester: Windy Waites [CI3
Products and Authorization

Authorization [ Healthcare Services

Medical Sanctions History Level 3 ()
Medical Sanctions History Level 1 (3
Office of Foreign Assets Control Search (2)
0IG Sanctions/SAM ()

+ SUBJECT &

earch

Motor Vehicle Report 3)

Adverse Action Process (2)

Continue to Next Step

www.myhrscreens.com



Complete the Applicant Information Form

The lower portion of the screen will change oo
based on the type of screen you have ordered. =
For example, if you order a motor vehicle screen,
you will use this area to enter IMPORTANT
information such as driver’s license, etc.

my[Liscreens"

et myscreens/wwaites

+ PAGE CONFIGURATION [
et

- R ——— crs st [

After input continue the steps as needed until

you get to the section that says:

ssssssssssss °

AUTHORIZE AND CONTINUE TO
ORDER A REVIEW.

You will see an area to show that you have
obtained candidate authorization.

Check the box to acknowledge

bcs&Forms ~ MyAccount  Operations  Help & Training  Logout

+EMPLOYMENT #1 o

= AUTHORIZE AND CONTINUE TO ORDER REVIEW

<

I have obtained candidate authorization.
Learn more about the Fair Credit Reporting Act (FCRA)

Save as draft (to edit later)

Continue To Next Step - Verify Order

myscreens / wwaites 8

DESCRIBE ERRORS
DESCRIBE ERRORS

. ~ AUTHORIZE AND CONTINUE TO ORDER REVIEW
Order Information
Package: A La Carte (3 @
Subject: JOHNNY BAD (3
Billing: No IDs set (23
Requester: John Yerger (23
Products and Authorization
Background @)

SSN Address Trace

&> Authorization (T3

Questions? Call 855-242-1802

& Home Ordering  Screenings  Docs&Forms ~ MyAccount  Operations  Help &Training  Logout

I have obtained candidate authorization.
Learn more about the Fair Credit Reporting Act (FCRA)

Continue To Next Step - Verify Order

GREAT JOB! The form will appear all green if all required

information has been input correctly.

www.myhrscreens.com



A summary of the order will now appear.

IMPORTANT!
Please check this report for accuracy.

eens”

foms  MyAccount Operaons  Help &Trainng  Logout s myscreens / wak

Proot Oder

SUBMIT OR SAVE ORDER. ORDERTOTAL:$5.00. REPORT ETA:

Pleasereiew th detils of you order below.

Sy ptms
ot sestng i o ode
Sonpess ol eral?

+ SUBJECT INFORMATION &

— ORDER INFORMATION o

& Unassigned - SSN Address Trace
ETAToday-01/080)

‘Selectthe searches you wish o runfrom the st below:

County Grminal
countyrstate SectAll - Names t s focation
Deselect Al
seome wa- 216 Johnny B Badsr
reeve 2016 by Bad st
carvon -2rs Sobany 8 Bad St
ARCoPA AZ 2013 Sobany B8ad st
108 vGeLE G- 213 e
] Jonny Bad. Jonnny 5 Bad . Joha Bad
Toavs 2o P p—

LING INFORMATION

Oder 77 for JOHNNY BAD

Tocation/adjustaent adjust- 3rd party  graced
i e fees

N A Lo Carte package
N S Address Trace

Ordering ~ Screenings ~ Docs&Forms ~ MyAccount  Operations  Help & Training  Logout

Search myscreens / wwaites

Click Submit Now

SUBMIT OR GO BACK

** NOTICE **

The information provided is a consumer report as defined in the federal Fair Credit Reporting Act [15 U.S.C. 1681- 1681u]. It contains confidential
information on the individual named. It is submitted to the conditions conteined in your Subscriber Agreement with myHRScreens and may be
used solely as a factor in evaluating the named individual for property 1 promotion, or retention as an
employee. myHRScreens maintains strict procedures designed to insure that the information is complete and up to date. While the information
furnished is from reliable sources, its accuracy is not guaranteed. Proper use of this report and final verification of the named individual's identity is
Your sole responsibiliy. If any adverse action is taken based in whole or in part on this consumer report, a copy of this report and a summary of the
consumer's rights must be provided to the consumer prior to taking adverse action. If you have any questions regarding the accuracy or
fthis report, a1855242-1802.

‘The summary of consumers rights is available in the help section of the website

CONGRATS!

Your order is now placed.

You will now see an order
confirmation message.
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TO VIEW PREVIOUS SCREENINGS

Select SCREENINGS from the menu toolbar.

This will show a list of orders you have placed.

Select a specific screen by clicking on the name. This
will then take you to that specific report.

Use e ranigaon man aboe 10 place ddiora aders o viw 80

my [I}screens”

Docs&Foms  MyAccount  Of

Checked Individuals

Fites | Columns  Legend | DownloadCSV | CreateaReport | Manage Reports Choose aReport: Legacy + Pagetof 1, hems 16 <15 o

Unks Order NewUpdate  Namea Fogs  suts Reportprogress  LastUpdate  ETA  Userld
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my [I)screens”

per

REPORT FOR - JOHNNY BAD (#3)

Disposton

View POF Report - Color| Black & Whte
'SUBJECT INFORMATION REQUESTOR INFORMATION + BIL!ING IDENTIFIERS

ACTIONS

OPERATOR ACTIONS

View PDF Report - Color | Black & White

(You may view this report in color or
Black and White by looking for that
option at the top right of this window)

+ BILLING IDENTIFIERS

5 www.myhrscreens.com



TO ADD TO AN EXISTING ORDER myplyscreens:

 fom | odavy e omarer | iyscmied | Gpamins | Hapa g | Lopmn i

REPORT FOR - JOHNNY BAD (#3)

Ee

o ey e View POF RapontCocr | Black  Whie

Once in the Reports Window,

you will see the column called . i
ACTIONS. You will be able to add o T E £ B | e
your additional order here. = =

o S —

OPERATOR ACTIONS
1

View PDF Report - Color | Black & White

+ BILLING IDENTIFIERS
L ACTIONS
proocirecam Order Options

Add to this order &
Greate Subject-specific documents

Adverse Action Letter
Pre-Adverse Action Letter

Order additional searches on ths subject(as a
separate order)

Order criminal records on this subject
Archive this order

‘One Click Order®

« Adverse Action Process
Documents

Upload an Applicant Release form
Faxin an Applicant Release form
Upload supporting documents

TO ACCESS DOCUMENTS

Email this reports requester

Email this reports ordering user
Alow others access 1o this report
Send copy of the report to the applicant

Emall me when this background checkIs
complete
Gustomer Service Inquiry

Under the horizontal menu bar you will see a
selectaion called DOCS & FORMS

my [Iscreens”

Home  Ordering  Screeningd  Docs&Forms  MyApcount  Operations  Help & Training  Logout

Search myscreens / wwaites 6

my [IJscreens”

Home  Ordering  Screenings  Docs&Forms — MyAccount — Operations  Help & Training  Logout

Search myscreens / wwaites 8

Docs & Forms

To access any of the (PDF) documents below, simply click on the document name.

Please Note: Many of our documents are in Adobe Portable Document Format (PDF). To

In this area you will be able to access additional .

Al R < ﬂ view a PDF, you must have the Adobe Acrobat Reader 9.0 or higher software installed on
resources Such as app“cant release forms and your computer. To download the software, click on the adjacent button.
authorizations.

Quick Start Guide
Web Demo

User Guide

Applicant release form
Consumer FCRA rights

Applicant authorization and disclosure form
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HOW TO INVITE APPLICANTS

Once in the Client Home screen

You will see the Applicant Quick Invite
form to fill out.

(see detail to the right)

Once this is complete, click
Send to Applicant

A screen will pop up to confirm
that the Invitation was sent.

The applicant will receive an
email from
support@myhrscreens.com
with instructions as well as

a link to complete the
sensitive information portion
of the application.

ookmarks  Window Help.

(EET—
/ Ll

5 >4 e

& Pubish Online) Q)

Thut:46PM Q.

‘Adobe InDesign 2020 Typography v O

& myhrecreensbgsecured.com

my[I)screens”

nnnnnnn

o

to your new h

ookmarks  Window Help

my‘m scre:

& Home Ordering  Screenings  Docs&Forms My

Applicant Quick Invite £ l

Applicant Email or Phone Number

Package
AlaCarte

Applicant Invite T
raft for Review @Process Immediately

Find Orders.

Invitation Information

Invitation Sent as invitation number 81

Request for missing information

support@myhrscreens.com <support@myhrscreens.com>

Show Details

Please click on the following link to supply missing information
required in order to execute a background check:

https://myhrscreens.bgsecured.com/c/p/pubcollectiongetform?
order number=81&key=reE9wpFQ5e90aciGIngSI8TtbezZIbfvY

Questions? Call myHRScreens 855-242-1802
When calling, reference order number 81

www.myhrscreens.com



HOW TO ORDER A DRUG SCREENING

At the top of the horizontal menu bar click
ONLINE ORDER.

This is where you will Choose a package to
order from the drop down menu.

my [Lyscreens’

-3 Home Ordering Screenings Docs & Forms My Account Operations Help & Training Logout Search myscreens / wwaites 8
bl
First Newly Completed (5)

[ | || Welcome to your new homepage
@ Johnny Bad

Middle
@ johnny bad
ILBS‘ | @ Johnny Bad ‘z,
-

Applicant Email or Phone Number @ JohnnyBad |y

I O JoeTest Ty
Package

Draft/saved (0)
AlacCarte c

Applicant Invite Type Rescreening required (0)
o Fendno @
Send To Applicant Completed (14)
New updates (6)

M
ges and Alerts All Reports (16)

Subject: Generation of Pre-Adverse Action Letter Letters
Find Orders Time:2019-12-17 10:49:17

Generation of Pre-Adverse Action Letter letters has finished.
Click here to download.

Delete this message
Go Refresh page to update charts.
1.5

Invitations In Process

Order #

Online Order

=TR[] Batch MVR Order

Account

SSN
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To place an drug screen order Cont’d

Choose a Package

Choose what type of drug screening service or package
you would like to order.

From the Package
drop down menu
select

my [Iscreens”

& Home Ordering  Screenings

Online Order

Placing order for
myscreens/wwaites change

+ PAGE CONFIGURATION

ORDER SUMMARY

Order Information

Docs&Forms ~ MyAccount ~ Operations  Help&Training  Logout Search myscreens / wwaites 8
Save as draft
— PACKAGES AND PRODUCTS

Il Please note that
highlighted boxes are

mandatory and must be filled in
before you can proceed !!

myFRSCreens

Choose a package:

V Ala Carte

Basic Package
[ c\erification hiddenpackage bded to your bil
Plus 7 Year Search
Plus 10 Year Search
Premium 7 Year Search
IS RSSOl  Premium 10 Year Search
Healthcare Specialty Package 7 Year

Background

Substance Testing

Place a Check mark

in the box next to the
testing you would like,
and then

Continue to Next Step

= Package: A La Carte

Credt (Emp I substance Testing

Subject: No Info Yet [ Verification Services Adverse Action Process ()

Billing: No 1Ds set (T3 Employment @
Education ®

Requester: Windy Waites

e yweites €3 Professional License ()
Products and Authorization

Authorization [} Healthcare Services
Medical Sanctions History Level 3@
Medical Sanctions History Level 1 ®)
Office of Foreign Assets Control Search 3

& Home Ordering  Screenings  Docs&Forms  MyAccount  Operations  Help&Training  Logout Search myscreens / wwaites E

Placing order for :
myscreens/wwaites change

<+ PAGE CONFIGURATION
ORDER SUMMARY

Order Information

&> Package: Substance Testing [[T3
Subject: No Info Vet [[J
Billing: No IDs set ([T
Requester: Windy Waites (i3

Products and Authorization

Other Products

9 Panel Urine + Urine Alcohol #1 (3

Authorization [

= PACKAGES AND PRODUCTS

Ghoose a package:

Substance Testing s
Pre-checked items are your most commonly ordered services. Any additional items you order will be added to your bill

Other Products
9 Panel Urine @)
9 Panel Urine + Urine Alcohol &) 1

9 Panel Urine + Oxy @

10 Panel Urine ()

10 Panel Urine + Urine Alcohol (3

10 Panel Urine + Oxy @

9 Panel Urine - No THC @)

9 Panel Urine + Urine Alcohol - No THC @
9 Panel Urine + OXY - No THC (®

10 Panel Urine - No THC @

10 Panel Urine + Urine Alcohol - No THC @
10 Panel Urine + Oxy - No THC @

5Panel Urine @

5Panel Urine + Urine Alcohol

5 Panel Urine + Urine Alcohol - No THC
5 Panel Urine +OXY (3

5 Panel Urine + Oxy @

5 Panel Urine + OXY - No THC @

I \ Continue to Next Step

9 www.myhrscreens.com



Complete the Applicant Information Form

Complete the information and DO NOT leave any
highlighted fields (highlighted in pink) blank.

The system will not allow you to continue until all
necessary information is input.

Continue to the BILLING INFORMATION page and

complete this area.

Once complete Continue to Next Step

Online Order Sove 03

+PAGE CONFIGURATION
e "o
ORDER SUMMARY =3
@ Biling dentifer 1 ) Biling ldentifer 6

Order Information

@ sitng o2 @ st oot

@ st it s @ it it s

@ sitng it s @ st eniters

@ siting et @ st entfer 10

You will be prompted to verity that

you have obtained candidate authorization
select this and then

Continue to Next Step — Verify Order

Questions? Call 855-242-1802

| have obtained candidate authorization.
Learn more about the Fair Credit Reporting Act (FCRA)

Save as draft (to edit later) Continue To Next Step - Verify Order

On the next screen you will review your
Order information and

G Home Ordeing Scenings Docs&Forms  MyAccount Operatins  Help&Traning  Logout Semch | myscreens/wwaites

then select Submit Now

You will receive an
Order Confirmation
with an area to

\

Order Confirmation

Schedule your drug testing service

Click this area or drag file here to upload the release:
form.

10
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Next: Select Drug Testing Facility

i3screen

Icome: Johnny Bad
Fon for Test: PRE-EMPLOYMENT

Choose Your Collection Site

Below is a list of Collection Sites available in your area. Please click on one and then click the green right-arrow button to go to the next page. Please contact our customer o
585-7366 with the case # 2020011522754 if you are unable to complete the scheduling of your drug test.

Starting Address

Welcome Johnny Bad to the schedul
© Participant Address: 123 ANYWHERE, RIDGELAND, MS 39157

° my [I3scre
© Branch Address: 401 LEGACY PARK, RIDGELAND, MS 39157

Alternative Address
Address: Address 2:
ay: State Zp:
Add Location | _ 1f you wish to edit your starting location, please enter a new address above and click "Add Location,

Choose your Collection Site e v s
from the options on this screen below Quest awestomoncs. mommommows  towss W o ot tom  odon ree o

Please ensure you provide adequate time
s,
. 791mies Hol Directions ~ PSC No

LabCorp LABCORP-FLO... 4816 Lakeland Dr Flowood MS  39.. 83mies Hows Directions PSC  No

elcome: Johnny Bad
n for Test: PRE-EMPLOYMENT

Schedule Your Test Date
Please click a date below to schedule a test date and then
Test Date

Schedule Your Test Date Mos el e deci

Please ensure you provid
S M T W T F s during these dedicated h

from the calendar that is provided on this page. bttt Ry
[15] 16 17 3:?2":.“ your seh
20 21 22 23 Thursday January 23,

Today

\come: Johany Bad
son for Test: PRE-EMPLOYMENT.

Case #: 20200115227

Confirm Request

Please confirm order information. If information s correct, click the green right-arrow button to confirm this request. If the information is not correct, use the blue left-arrow button to go back and
change information.

Confirm Request o

‘Onder Information
Case Number: 2020011522754

Once you have reviewed this, I e,
Click the forward button,

at the bottom right corner \
A pop-up window will confirm that
Your order was successfully
placed!

Acopy
completed.

Your order was successfully placed. It is recommended that
you:

1) arrive one hour before the closing time to ensure testing
can be completed; and

2) call the scheduled collection site to confirm operational
hours.

Failure to do so may result in the collection site not being able
to accommodate the testing requirement.

Congrats! You have now
completed your
Drug Screening Order

11 www.myhrscreens.com



Questions?
If you have questions about this process, feel free to contact us by email at
support@myhrscreens.com

Adverse Action:
To complete the Adverse Action process, enter your Client Home Portal,

Go to the Reports Column

my [IJscreens”

Click on completed

A list of orders will appear, Select the name
on the order you with to file the action on.

When the report window opens,

in the Actions column on the righthand side,
you will see

Adverse Action Process.

Click this and you will then be taken to
a window where you can submit this action.

Follow the remaining prompts
to complete this process, ——
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