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Overview

This integration allows a flow of data relating to candidate screening checks to feed into

Access Recruit. It is an automated process.

Page: 2



access

freedom to do more

Please note that you will need to have an account with Access Screening for the

integration to work.

Data transferred
e Tags
e Background check status (Completed status only)

e URL to candidate’s background check (this can only be accessed if the User has

access to Access Screening)
The Transfer Process

The transfer process is automated and runs in real time to return any updates on

background checks into Access Recruit.
Services involvement

The aRecruit or Screening consultant shares the Access Recruit and Screening
Integration guide with the customer from the outset of the implementation. This will

allow the customer to do an end to end test of both products when they are in UAT.

The integration will be setup by the aRecruit and Screening consultants.

Running a check and seeing the results

To initiate the Screening request, you will have to configure it with the

transitions in Access Recruit.

Go to config — Workflows — Transitions — New

Enter the details and set the Workflow type = Application, Workflow subtype =

"Selection™ and Action = "Create Screening Record".

The rest of the details should be filled as required for this particular transition

to perform. The building of the rest of the workflow remains the same.
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Starting the Screening process from Access Recruit

To start the process, you will need to login to you Access Recruit system and find the

application you want to send for screening.

The application will need to be in the screening stage where you will then have the

following options:

Workflow M O = © M| .k
Screening

Current: Screening

Transition Advance to
{} Create Screening Request
Advance to Offer Offer in Offer
e Regret at Screening {email) Complet
Regress to Interview Culcome Cutzome in Interview

Select the ‘Create Screening Request’ transition and the system will send a request

to the screening software to start the screening process.

You can check this has been sent by clicking on the application reference. This will
take you to the application screen. On here you should see the screening record

with an ID and the status should be ‘in progress'.

Screening Record

uuiD Status

32d3559e-d502-4b00-ab3b-5090cea7 %9320 in-progress
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When a screening request has been created in Recruit, the candidate information is

imported from Recruit into the Screening system.
Starting Background Checks from Screening

To view the candidates that have been imported from Recruit and start the

. © Start Background Check
background check process you will need to select the button

which appears on the ‘Overview’ and ‘Background Check’ tabs and then select

Bulk lmport

You will then be presented with the following screen which has details of the import:

Imported

Import Name Started Brands Progress

DataHub Import Aug 2020 28 Aug 2020, 9:29 a.m. Central Ci ities, Northern C ities, South East ities, South West Communitie: 0 started, 0 ready, 2 incomplete Continue ~ Cancel

Once you have clicked ‘Continue’ the candidate(s) will be in a status of ‘Not
Configured'. You will be required to select a candidate or multiple candidates y

clicking on the lines and configure the following:
Brand/Workflow - select the Brand/Workflow the candidate(s) need to go on

Operator - select the operator that is going to be dealing with the candidate(s)

background checks
Tags - enter any Tag information that is required at this stage

Complete by - enter a date the background checks need to be completed by (if
required)
Please note: if your system administrator has configured the SLA days, this will be

greyed out.
Choose file - Upload any DocuSign candidate specific documents (if enabled)

Once complete, click ‘Save Configuration ‘to progress the candidate(s).
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Imports / Import: DataHub Import Aug 2020
Al ot configured Not ready Startable  Started  Cancelled Select: Top 500 All None | Search: © A Propased Background Check
Mr Michael Brown 2 "Va Extra Data: (IO m 1 x Rows Selected ==

Mr Michael Brown rd Extra Dats

Configuration

workfiow

Central Communities / Enhanced DBS - 1 Employer / 1 Other
Reference

Operator

Avnika Patel
Tags

Completed / Rejected

Complete by

{optional) deadline for this check\'s c

The status of the selected candidates will now be at ‘Not Ready’. The next step is the

make the background checks ‘Startable’ by clicking on ‘Mark as Ready'.

At this point you can go in and change the configuration for the candidate, if

required.

Imports / Import: DataHub Import Aug 2020

&l Notconfigured  Motresdy  Stamable  Stamed  Cancalied Select: Top 500 All None | Search: © Asd Prapased Background Chack

Mr Michael Brown 1203l g Central Communities / Enhanced DAS - 1 Employer / 1 Other Reference 1 x Rows Selected ==
Tags:
Mark as Ready
LI e ree suppor worker
operator: CHEPERE)
Hr Michael Broven s Extra Data Configuration
werkdiow
Central Communities / Enhanced DBS - 1 Employer / 1 Other
Reference
Qperator

Avnika Patel

Tags

Completed / Rejected

Complete by

{optional) deadiing for this check\'s complation

The status of the background check is now at ‘Startable’.

Imports / Import: DataHub Import Aug 2020

Ml vetconfigured  Notready  Startable  Stated  Cancelled Select: Top 500 Al None | Search: © Add Proposed Background Click

e Michael Brown " ’ Central Communities / Enhanced DBS - 1 Employer / 1 Other Referance 1 x Rows Selected =

Tags: (EEEmy——""—TT
. Proceed to Start for 1 Candidates Unmark 25 Faady
Extra Data: TSR

’ Extra Data Configuration
Wiorkflow

Central Communities / Enhanced DBS - 1 Employer / 1 Other
Reference

Operator

Avnika Patel
Tags

Completed | Rejected

Complete by

{optional) deadiine for this check\'s completion
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Click on ‘Proceed to start for (x - this will be the number of candidates) candidates’

to progress the initiation of the background checks to the final stage.

Imports / Import: DataHub Import Aug 2020
Confirm you wish to start the following:
Start & Notify

Cicking the bution below vl rea und Check &
‘Start & Notfy 1 Candidate

This will give you a summary of all the background checks that are going to be
started. You can click on a workflow name which will let you know which candidates
are going to be started and the operator who is going to deal with the background
checks. Once you are happy with the summary, click ‘Start and Notify X (this will be

the number of candidates) Candidate’.

This will create a background check page for the candidate with a unique BC number

and send an email to the candidate(s) with a link to the candidate portal.
The Screening process will follow on as normal from here.
Viewing the Screening information in Access Recruit

Once the screening has been completed the status of the screening record in Access
Recruit will change to complete. As before, you can check this by clicking on the

application reference of the application you have sent for screening.

Screening Record

uuio Status

d0a68266-db78-451d-63de-c7a1dff352a0 complete

Once the status is set to complete, you can view the screening results by selecting

‘Scores and Results’ from the application screen.
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Workflow Appointments & Assessments Details Scores & Results Activities
Scores And Result
Grades: Overall Score: 0% @ E
2 Assessment results
Assessment Title Grade Score Assessed
Screening Screening Result - a E 25 Aug 20

The = button from this screen will provide a link back to the screening software

where you view the full results.

Screening Results

Screening Status

Completed at:

URL:

Results

Barista - Position

Green - RAG

complete

07-01-2019 12:00:00

htips./feu.safescreening.co.uk/backgroundchecks/366939

Once you have reviewed the results you can use select the ‘Advance to..." transition

to continue progressing the application. If you decide not to progress this candidate

any further after the screening stage, you can press ‘Regret at Screening (email) to

mark their application as complete. This will also send the candidate an email letting

them know their application has not been successful.
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Warkflow ) = ¢© M i
Screening
Current: Screening

Transition Advance to
{} Create Screening Request

Advance to Offer Offer in Offer
Q Regret at Screening {email) Complet

Regress to Interview Cutcome

Jutcome in Interviegy
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UAT & Switch To LIVE

Please note that all testing will be conducted in your Demo or Live Access Recruit
system (dependent on where the customer wants to test). If it is setup in Demo, Access

Recruit consultant will change it to Live once the customer is happy with UAT.

The Screening testing will be conducted in the Demo Screening account. Once UAT has
been completed, the Screening Implementation team will clear your Demo Screening

account as part of the Screening Go Live process.

Support

Please contact your Access Recruit Support team for any issues or queries arising from
this document.

All other queries should be directed to your Account Manager or Customer Success
Manager.
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