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DISAScreen Contact & Resources

Your dedicated Client Care team can be reached via email and phone.
Email: screening.support@disa.com

Phone: 877-827-4631

%, (877)827-4631

B9 Other

DISAScreen Access
In order to be compliant with the Fair Credit Reporting Act (FCRA) requirements for DISA Solutions as the third-party
administrator, the Client and you, the end user.

You will be required to abide by the following:
e Only one person should be using your account: You.
e Any new users or changes to user access must be submitted to us in writing by Corporate (Admin Users)
e Only one candidate per Order number

Understanding My Dashboard
Your Dashboard is what you see when you first log in. It has the Navigation pane on the left, actionable icons across the
top header, and workable sections in the workspace area, for dealing with candidate orders.

Navigation Pane
The Navigation Pane will allow access to your defined Dashboards from any screen by selecting “Dashboard” at the top
of the menu.

Dashboards

Click on ‘Dashboards’ to expose all dashboards available to you.
“All Orders" is the main dashboard allowing users who have access to the orders associated to the locations the user has
access to. This dashboard may vary by user as they are assigned according to the individual’s specific access.
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Work - Queue

e Clicking into ‘Work’ will expose your Orders page, which is a listing of all orders you have access to, including
Archived orders.
0 Search functionality.
= There is a search field in the upper right-hand corner you can use to find a candidate by either
first or last name.

0 You can use “Filters” in the upper left-hand corner to refine your Orders.
= Available filters include:
e locations
0 Viewable by permission-based user settings.
= |f you don’t see a location, you should have access to, reach out to the
Admin of your account to have them edit your user settings.
e Status
0 The final status of an order.
= |.e., Pending, Completed, Cancelled.
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e Reports
0 Available based on user profile.

e DISA Support:
0 Phone number to your Support team.
0 Email to your Support team.

Search for anything - '

o The three white lines collapse your menu to the left, to create more workroom on your screen.

e The plus sign is for adding orders.

e The search field, or “Omni Search,” is a quick look-up to locate a specific candidate’s order by name, date of
birth, order number, social security number, etc.

e The two diagonal arrows make your workspace go to full screen.

e The bell is for notifications, coming from the system or a researcher.

e The book is your “Easy Access” for recently viewed orders.

e The exit symbol logs you out of DISAScreen.

Workspace

Orders | Need Attention
e This section is for orders that need your attention.
e Candidate orders that need final review will be in this section.
e The Info column will give a brief description of the action needed on your part.
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Orders | Recently Completed
e All recent orders completed.
e View multiple reports at a time.
e Archive a candidate’s report.

Orders | In Progress

e This gives a snapshot of all open orders that are in progress and shows how many searches are completed and
how many are pending — as well as an estimated completion date.
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Orders | Not Submitted
e The names in blue are Candidate Orders or Draft Orders that you may act on
O Review and submit to our researchers.
0 Cancel® the report for any orders no longer needed.
e The names in black are Candidate Orders that have been submitted which have not been completed by the
candidate.
O You can cancel® the report before they can complete it if needed.

Orders | Not Submitted
Show 10 v entries
Candidate Package Organization Ordered By Ref Code Created

Reference Code-Selel -
Support Staff Package CA - Central Valley Gilapsi, Johnny SrENCE LogessEnium R 3/11/2021 11:28 AM
DONOTCHANGE:MNone;LocationsiMNone

Reference Code-Selel -
y, Harry A Support Staff Package CA - Central Valley Gilapsi, Johnny SrENCE LogessEnium R 3/8/20219:22 AM
DOMOTCHANGE:None;Locations:None

Reference Code-Selel -
Support Staff Package CA - Central Valley Gilapsi, Johnny Srencs LogeseiEnium ~ 3/5/2021 10:43 AM
DOMOTCHANGE:None;Locations:None

Showing 1to 6 of & entries -

tCanceling may still incur some charges on your monthly invoice, since instant, integrated searches are completed and charged
during the ordering process, to generate jurisdictions on criminal search types.

Submitting Orders within DISAScreen

Depending on company setup. Users may have a variety of ways to place orders, see below.
A. Candidate Order —Minimal data entry required for the user. Send an email to the candidate to submit their
application. All consent and disclosure forms will be electronically signed.
When will I use this Order type?
New Hire/Offer Extended which collects the required FCRA authorizations and disclosure forms.
B. Mini Order — An order that can be placed specifically for MVR’s (driving history reports). This order selection will
not require you to input all of the candidate’s information (i.e. SSN/Address/Etc.)
When will I use this Order type?
When you do not need to send a candidate a package order and require them to complete the disclosures
and authorization forms.
C. Standard Order — An order manually entered by you, the Ordering User.
When will I use this Order type?
The user will be required to enter in all of the candidate information (Name/DOB/SSN/Address/etc.).
Using this method of ordering, each user will need to obtain the candidate disclosure and consent
documents. DISA always recommends that you upload these documents to the profile while ordering.
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Submitting a Candidate Order
There are two options to initiate an order which will send the candidate an invitation to complete a background check.

e From any screen, you can click on the plus sign in the top header to start a new order:

e You can also start a new Candidate Order and send a request from your dashboard by clicking on the green
candidate icon:

Candidate Order Details
e Information you must provide:
0 Candidate information
0 FCRArequired fields.
0 Optional fields
e C(Click the blue “Submit Order” button.

e You will get a confirmation page that your order was submitted, along with the order number assigned to the
candidate.
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Candidate Orders FAQs
What if my candidate deleted the email with the link to fill out the application?
e From the Home Screen/Dashboard, click on “Orders” on your left charcoal menu bar.
e Find and click on the candidate’s name or do a name search.
e On the right side of the candidate order, under “Actions” and click “Resend Candidate Email”.

Actions
* Resend Candidate Email

Cancel Order

What if | mistyped the email to the candidate?
e From the Home Screen/Dashboard, click on “Orders” on your left charcoal menu bar.
e Find and click on the candidate’s name.
e On the right side of the candidate order, under “Actions” and click “Resend Candidate Email”.
e The pop-up box allows user to correct the candidates email address before resending.
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How do I find out if | mistyped the candidate’s email?

From the Home Screen/Dashboard, click on “Orders” on your left charcoal menu bar.

Find and click on the candidate’s name.

Click on the candidate’s name from the Order Level.

Once you click on the candidates name the order details will fly-out to the right. Here you can review if the email
was mistyped.

Bond, James
Candidate Name Bond, James
Social Security Mumber {SSN) Mo SSN
DOB M/A
Can Contact Yes
Address MNo Address Provided
Email | jbond007@test.com ]
Phone No Phone Provided

How to track individual candidate activity:
DISAScreen will track actions taken by both Client users, candidates and DISA researchers. To find the activities follow the
below steps:

Locate the candidate’s pending order, click their name to navigate to their order profile.
Once inside the candidate’s profile, click on ‘Activities’. Here you will find actions taken on the order.
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The activities log will list the date and time the original email and reminder email were sent to the candidate. If they
have logged in, this will also be notated as in the above screen example.

How long does the candidate have before the link expires?
e The link will expire after 30 days
Will the candidate receive a reminder email if they do not complete the link?
e Yes, the candidate will receive a reminder every other day after the order was created.
How do | know once the applicant completes the request?
o You will receive an email notification and the order will automatically be submitted to DISA for processing.

Submitting a Mini Order
From any screen, you can click on the plus sign on the blue menu bar to start a new order:
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Mini Order Details
e Information you must provide will be minimal on this ordering type:
0 Required fields.
= Branch/Region
= No Package just select additional products to select the a la carte product needed.
= Candidate First & Last Name
=  Product specific required fields (i.e. MVR —DL # and DL state)

Review and Submit
Before you submit the mini order:
e Review the order details for accuracy.
e Agree to the certification and submit.
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Submitting a Standard Order

From any screen, you can click on the plus sign in the blue menu bar to start a new order:
Or, from your Dashboard, you can click on the purple plus icon to start a new Standard order:

Standard Order Details [Tab 1]

e Information you must provide:
0 Required fields.
=  Branch is the group/region placing the order.
= Package or additional products as a la carte orders. Choose “No Package” if you are not
ordering a package. “Additional Products” can also be used with existing packages.
0 Optional fields

e C(Clicking on “Continue” will bring you to tab 2, Candidate Information
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Candidate Information [Tab 2]

Required Information:
0 Candidate fields
0 Optional fields

e Clicking on “Continue” will bring you to tab 3, Candidate Information

Search Details [Tab 3]

Look through the selected product summaries here. Some searches may require additional information. For
Example, MVRs require the driver license number.
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Order Review Page
This will be the final step before an order is submitted to DISA researchers.
e Review the order on the Order Review Page.

Order Review: Smith, John

Order Details
Item Details SubTotal
Nurse Package Package: John Smith $115.00

County Criminal (PINELLAS, FL}

National Database (National)

National Sex Offender (National)

MVR - Driving History (AL)

Employment (Walmart)

Education (University of Minnesota - Twin Cities)
Professional License ()

Product Instance Fees
MVR - Driving History: AL 510.50
Current Cost* $125.50

*Additional court and/or third party fees may be applied.

e Below the order details, you can add notes and documents to the order.
0 To utilize these options, Click on the Notes and Documents.

e You will also be able to view the documents you previously uploaded once you click on Notes and Documents.

[J Notes and Documents

Activity History All Documents
When What Who Applies To Details When Type File Uploaded By Applies To
9/14/2020 10:55 AM Release TEST.docx  Training User Order
Add Note
Comment

Add Document

Document Type

Release -

e File

Choose File | No filz chosen Add Document

Page 15 DISA Global Solutions DISAScreen User Guide



e You may add notes, on the left, such as ‘Candidate is out of town, please contact ordering user with
questions’, which will be posted to all searches in the order and will be seen by the researchers.

e You may add documents, on the right, Authorization forms or any document a candidate provides that you
want to keep with their profile such as a copy of a driver’s license, which will post to all searches in the order
and seen by the researchers.

e Edit Order

0 To go back and edit the order for any reason, you can click on the white “Edit Order” button.
e Certification of FCRA requirements should be read and confirmed by clicking the checkbox.

0 Once you agree to the terms, the “Submit Order” button will darken and allow you to click.

Order Submitted Page
e Once you have completed the order you can:
0 Click on the order number to see the order you just placed.
0 Click “Create Another” to start a new order.
0 Click “Done” to go back to your Dashboard.

Submitting an A La Carte Order
e Select Standard Order from either your dashboard or your plus sign.
o For “Package,” select “No Package.”
e Click on “Additional Products”.

e Find the product you want, click “Add” next to it.
e When you have all the products you want, select “Update Products.”
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Additional Products

Search: | mvy

Product Name

m MVR - Driving History

e Complete order like normal from there, putting in the candidate information, etc.

Managing Orders

Locating Orders

Locating orders can be done multiple ways:
e Utilizing the omni search function, within your blue menu bar
e  Work queue on the black menu bar.
e On your dashboard, within the various queues.99

How to track order statuses and Activities
Each order has an Activities tab where DISAScreen will track actions taken by both Client users, candidates and DISA
researchers. To find the activities follow the below steps:

e Locate the candidate’s pending order, click their name to navigate to their order profile.

e Once inside the candidate’s profile, click on ‘Activities’. Here you will find actions taken on the order.

Page 17 DISA Global Solutions DISAScreen User Guide



Details Activities Documents Cost
Activity History
-
When What Who Applies To Details
%/21/20215:24  Client Order S P——
i 2 iz

AM Note Requesting User 5pozqq

Statewide Criminal
9/21/20214:33  Client o h m The CORI form has not been uploaded for this candidate. Please provide a completed CORI release at your earliest convenience.
PM Note sessren=r Thank youl

(2701768)

Educstion
3/23/2021 Client Medfield Senior
1&5_';11” Mot Ressarcher High School Faxed a request to Records; pending a 2-3 business day turnaround upon receipt of request.

(2723008)

Educstion
927 2021 Client Medfield Senior

i Ressarcher . Left a voicemail with Guidance at the number provided on the school websits.

12:37PM Note High School

(2723008)

-

The activities log will list the date and time of each researcher update on the searches, including ETAs and attempts
made, as well as any Client placed notes.

Adding Searches to an Existing Order

Adding searches to an existing order should only be done in the event you forget to add a product to the original order,
such as an education verification to a standard package.

You will need to run a new / complete background check on someone who previously applied and is applying again.

To add searches to the existing order, follow these steps below.
e Locate the candidate’s name in the system and select their name.

e On the right of the order header, there will be a link for ‘New Order for Candidate’ for packages, or ‘Add Search’
for a la carte items.

Add Search (this is to add a product(s) to a current order).
Adding searches to a report within DISAScreen can be done while an order is in progress or completed. If the order is in
progress, searches can be added any time. If an order is complete, the user will only have 7 business days from the date
the order is completed, to add searches.

o  Click the “Add Search” link on the Order Level.
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e Click “Select Products”.

e Inthe window that opens, select all products that you need to add.
e C(Click “Add Products”.

e Fillin any required fields.
0 Example: For MVR’s — enter in the driver’s license information.
e Click “Add Searches”
0 After you click ‘add searches; all new products will populate to the order.

New Order for Candidate (this will be to create a completely new order for this individual - You MUST be positive this

is the same person before using this process)
A Standard Order will be initiated using this function. Ensure the Consent forms are captured during that initial
Candidate order or have them uploaded in the new order.
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e Click the “New Order for Candidate” link on the Order Level.

e This will take all the information on the candidate and make a new order with it.

e The screen will begin with the ‘Create Order’ screen, where you can select a package to process.

e Complete the required fields.

e (Click “Continue”

e On the Candidate’s Information tab, all information will be pre-populated in all fields.

e Once you review the candidate’s information, if there are no changes click ‘Continue’ to get you to the ‘Search
Details’ tab.

e Enter any additional information that may be required (i.e. employment, education, license, MVR information
etc.)

e Once the information needed is added, click “Review & Submit.”
e If you are ready to place the order at this point, confirm the certification and click ‘Submit Order.’

Adding Documents

e Select the candidate order in which you want to add a document.
e (Click on the “Documents” tab.

e C(Click on the Document Type drop-down menu and choose the name of the document. If it doesn’t appear on the
list, you can type in the name of the document.
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e Next, choose the file and find the document on your computer.

Add Document
Document Type

Release -
File

Mo file chosen Add Decument

e C(Click on the “Add Document” button & the document will appear on the left attached to the order.

e The system will post the time of the upload, the document type (the name you gave/selected), the file name
(and link), and who uploaded the document.
e If you made a mistake on the upload, the red trash icon will remove the document from the order.

Locating Documents
All documents available to the users with access will be accessible to view or download on the candidate’s order profile.
To access any document, follow the below steps:
e Locate the candidate order.
0 Locating the order on your dashboard
0 Using ‘search for anything’ on your tool bar
0 Accessing ‘orders’ through your ‘work’ queue on the left menu bar
e C(Click on ‘Documents’ tab.
O Review attachments and click on the one you’d like to view/download.
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Notifications
The bell on the right side of your top blue menu bar will indicate system and order-related items. All unread notifications
will start to tally in red.

e When you click on the bell, a short list will open with a summary of what notifications have been received.

Q Order Complete
Order for Rose, Kate is complete

and the report is ready to view:

o Order Complete
Order for Rose, Kate is complete

and the report iz ready to view.

Q Order Complete
Order for [Ecandidate,

Smokescreen i=s complete and

the report is ready to view.

View all notifications

e You can click on the “View all notifications” at the bottom which will take you to the Notifications inbox screen.
As with standard email inboxes, you will have the ability to delete old notifications.

= SelectAll + Mark as Read O Delete Selected
[ Order Requires Review 9/18/2020 4:57 PM
Order for Lightyear, Buzz has received & search result which reguires your review. Mark Read Delete
[ Order Complete 9/21/2020 1:16 PM
Order for Myers, Michael is complete and the report is ready to view. Mark Read Delets
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If setup with email notifications, you will also receive emails for the following notifications:

Types of Notifications Details of Notification

Completed Orders Users will receive an email when an order is
completed

Order needs information to proceed User will receive an email that a specific order

needs more information

e Example: Release is needed, Fee

approval, etc.

Candidate Order - link Expired The user will receive an email that a link is going
to expire for a candidate. Users will also receive a
notification on their dashboard that the link is
expired. From there, the user can initiate a new
order for the candidate.
Candidate Order completed User will receive an email that the order has been
completed by the candidate and has been
submitted to DISA for processing.

Request Status Update

Status requests can be done on orders that are in progress. Status requests are typically conducted when a user is
looking for an update on an order or specific product. This type of communication goes directly to the researchers
working on the products requested. DISA’s team will respond with proper updates once they review the request.

You will want to locate the order under “Orders | In progress”.

e C(Click on ‘Request Status Update’
e You will then receive a pop up to select what you want to request a status update on
e If you want to have an update on the Entire order, leave the Applies To field as ‘Entire order.’
0 NOTE: Using Entire Order will generate an email to the DISA Support team who will review the overall
order and respond to your inquiry via email.
e Type in the Additional Information box your message to DISA and click ‘Send message.’
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Request Status Update

In order for us to best service this request, please provide as much information as possible.

Applies To

Entire Order

Additional Information

Cl =

e If you want a status update on 1 or more searches, click on the applies to drop down and select ‘Specific

Searches’
0 NOTE: Using Specific Searches will add an activity to the order and alert the researcher working on that

search. The researcher will review and respond to your inquiry via the Activities tab on your order.

0 Select the search you want to request a status update.
0 To select multiples, after selecting the first one, hold down the Ctrl button on your keyboard and click

the other searches you wish to request a status update on
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e Type in the Additional Information box your message to DISA and click ‘Send message.’

Responding via secure email
You will occasionally receive an email that requests assistance from your office for the researcher to complete a report.

This could be the candidate’s hand-signed release, their education documents, international identification, etc.

In this example, the researcher is requesting the required release form to complete the MVR request:

To reply:
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e Click on the link.

e The secure link will provide you with information about the order and give you a place to add a comment and

the document requested.

e Type your response and upload the file requested and click “Add Reply.”
e You will receive a confirmation that it was sent to the researcher.

In this example, the researcher is requesting the candidate’s middle name.

To reply:
e C(Click on the link.
e The secure link will provide you with information about the order and give you a place to add a comment.
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Respond to Activity
From: Tara Fried (Researcher)
Order: #9941
Search: #58781 (OFAC+ - National)
Candidate: Jacobs, Mark
Sent: 5/28/2019 12:18 PM

Subject: Client Communication

" 3 Content: In order for us to proceed, we
sssags will need Mark Jacob's middle name.

Thank you!

Secure Reply: *

Gabriel

Document [ File:

Choose File | Nofile chosen

e Type your response, and click “Add Reply.”
e You will receive a confirmation that it was sent to the researcher.

If you do not want to pass the information on through the secure email, you may also log into DISAScreen and respond
on the Order level for that candidate.

Adding Notes in DISAScreen

Some users may want to place notes on a candidate’s order. Notes can be added by any user who has access to the
order. These notes will be visible to Client users and DISA users but are typically used when you want to simply add a
comment to an order.
NOTE: Placing a note in this manner will not alert your DISAScreen Support or Researchers. To do so, please see
the Request Status Update section.

Should the user wish to place a note on the order they may do so by following the below steps:

e Select the candidate order in which you want to add a note.
e Click on the “Activities” tab.
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e C(Click into the field labeled “Comment.”
e Once you have your entire comment typed out, click the button “Add Activity”.

Details Activities Documents Cost
Activity History Add Note
Comment
When What AppliesTo Details
Activity comment
5/28/2015 11:57 AM Client Note Order 3541 What would be the ETA on zearch ID 58785, the HDI Employment? u

Add Activity

Viewing Completed Reports
To view completed orders, you can utilize your search tools (omni search, orders, and dashboard).
Once you locate the order you would like to review, click on the candidate’s name to be driven to the candidate profile.
e You will land on the details view of the candidate profile. This view will provide a quick glance of results.
e To view specific details, click into the final report you would like to view.
0 Background Screen Report: Results for domestic criminal and verification search types.
0 Occ Health: Results for occupational health search types.
0 Credit Report: Results for credit reports.

Page 28 DISA Global Solutions DISAScreen User Guide



Identifying and Viewing Discrepancies
Discrepancies will be identified within the final report by an orange ‘eye’ icon. You can click on the icon and the system
will take you to the search details, outlining the discrepancies found.

Example: County criminal record

Criminal & Public Records

Jurisdiction: HILLSBOROUGH, NH Record Type: County Criminal Name on Case: Patrick Miller
Case Number Charge Date Disposition

12335481 04/15/2004 Guilty

Identifiers: First Name, Last Name, DOB Sentence Info: Not provided.

Viewing Multiple Orders

To view multiple completed orders, scroll down to your ‘Orders | Recently completed.’
e Highlight all the Orders you would like to view.
e Click on the ‘Actions’ drop down.
e Select ‘View Reports’

Once you follow the action steps you will be able to View the orders selected, by clicking on ‘View Next Order’

. Order Profile Bview FDF &= Print Report View Next Order @

Other actions you can take from this screen:

e Order Profile — Takes you the candidate order profile view.
e View PDF — This allows you to view the report in a PDF version.
e Print Report— The ability to print the report for your records.

Archiving orders

To archive an order on multiple orders, scroll down to your ‘Orders | Recently completed.’
Page 29 DISA Global Solutions DISAScreen User Guide



e Check mark the order(s) that you want to Archive.
e C(Click on the ‘Actions Drop Down’
e Select ‘Archive’

You will then receive a notification to confirm if you want to Archive the orders that you selected.
e Click on ‘Archive selected’ to Archive the order(s).
o If a mistake was made, click ‘No thanks’ and you will be brought back to your dashboard.

Please confirm

Areyou sure you want to archive 3 orders?

[ Archive Selected ’

Locating Archived Reports

To pull up archived orders within DISAScreen, please follow the below steps:
e Click on the ‘Work’ queue, within the Navigation Pane
e C(Click on ‘Orders’, within the work queue.

e Once the order screen appears, apply your desired filters.
0 Organization: Filter by all (all locations you have access to) or by individual location.
O Status: You can leave ‘all’ or select desired status to check.
O Include Archived Orders: Check the box to include archived orders.
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Grading

Orders processed through DISAScreen will leverage the Grading process. Each search will be pre-adjudicated by DISA
(Tier 1 or Tier 2 set for each product result).
Client’s approved adjudicator will set the Final Grade to each report.

e Final grade can only be set once all products are pre-adjudicated.

Step 1 DISA - {Pre-Adjudication}

e Products set for grading will be pre-adjudicated by DISA/DISAScreen.

e DISA will only assign Tier 1 or Tier 2 to each search, based on Client approved grading policy.
Step 2 Client - {Final Adjudication}

e All Clear orders (Tier 1) will complete automatically.

e HR Review orders (Tier 2) are pending final adjudication will route to the ‘Grading Dashboard’.

Grading Dashboard
Users with access to the ‘Grading’ dashboard will be able to review and adjudicate each order.

How to Adjudicate & Complete Order
1. Locate order on Grading dashboard, see above.
2. Click on ‘Final Report’ —to access results and assign grade.
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3. Final Report Summary is provided and DISA set pre-adjudicated grade will be displayed.
a. User will review final report details and determine what the final report grade will be assigned -
by reviewing Client’s provided Grading policy —in yellow.
i.Discrepancies are identified with the Orange square w/ eye.
ii.Result details are listed below the report summary for ease.
b. Tips: Grading policy contains rules for each product being adjudicated.
c. DISAScreen will display the lowest Tier (example below ‘Tier 2’) assigned for user to determine
final grade.

4. User will assign grade, by clicking the down arrow. A comment, for grade reason, can be added but not
required.
a. Click ‘Complete Order’ once final grade is set.
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Adjudicate & Sending Pre-Adverse
If the order being adjudicated will be sent for pre-adverse, this action can be completed during adjudication.

o User will follow above steps to locate the order and review the grading policy.

. If pre-adverse is to be initiated, while adjudicating, user will assign final grade and click
‘Initiate Adverse Action’.

o Below pop-up screen will appear for confirmation

How to Identify Orders Pending Final Adjudication
When searching for orders pending final adjudication you will see the status as ‘Grading Review’.
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Utilizing the ‘work’ queue, user can view orders with a status of ‘Grading Review’.

How to re-grade an order

o Locate order needing to be regarded.
o Under actions click ‘regrade order’
o Order will be sent back to the grading dashboard and ready for final grade to be set.

Adverse Action
What if | have decided not to hire a candidate?

Under FCRA regulations, if an adverse hiring decision is made based in part or in whole due to information provided to
you by DISA you must provide the candidate with the opportunity to respond by initiating an Adverse Action Letter.

Adverse Action functionality will only appear to users with proper permissions in DISAScreen.

Where to initiate Adverse
To initiate an Adverse Action; User must have proper access rights. Adverse Action will only appear when the order is
fully complete and by clicking into the final background report.
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Adverse Flows

Clients are responsible for initiating both pre-adverse and final adverse action letters via DISAScreen’s Compliance
Dashboard.

Adverse Flow

Once the adverse is selected candidate address and email will appear for confirmation/editing if needed. Click ‘Initiate’
when ready.

#2 Confirming Charges Flow
For jurisdictions that do require the reason that adverse is being initiated; the user initiating adverse will be prompted to
select the reason, prior to being able to ‘initiate’ adverse.
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Identifying Orders in Adverse

Users will be able to know if the order is in adverse once they click into the candidate profile. Also, users with access to
the ‘compliance’ dashboard will have the ability to view, manage and cancel adverse.

The Compliance Dashboard will house all orders with in-process or recently completed adverse action. Users are
required to monitor this dashboard and initiate the final adverse letter via DISAScreen when ready.
Only users with access to the compliance dashboard will have the ability to view and manage adverse orders.

Sending Final Adverse
The client user will initiate the final adverse letter to the candidate when ready, based on FCRA, jurisdictional timing, or
company guidelines.

DISAScreen will display the number of days that have passed since the pre-adverse action letter was sent. The waiting
period column on the dashboard contains this information.

Sending Final Adverse: When ready to send the Final Adverse letter, the user will click ‘Send Adverse Email’
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Cancel Adverse
Should the user obtain additional details from the candidate and determine that they would like to cancel adverse, the
user will click on ‘Cancel’ to the right of the candidate’s name to stop the final adverse from sending.

Once the user clicks ‘Cancel’ the below item will appear, requiring the user to provide a reason to cancel & ability to
cancel.
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