dCCESS

freedom to do more

Recruitment Products
Integration

Access Profile to Access Screening

Registered in England and Wales no. 2343760
This Document is the property of Access UK
© Copyright 2019 Access UK Ltd | All rights reserved




access

freedom to do more

Contents page

CONTENTS PAGE ........oooooooeeeeeee oo e e s e ee e 2
OVERVIEW. ...ttt e e s 2
DATA TRANSFERRED .........cooovoivoiieeoee oot eeee e e e e ee e e e s e ee e 3
THE TRANSFER PROCESS AND SCHEDULED TASK ........ovooiveoiovoieeoseeeeeeoeeeeeeeeeseeseeeeeeeeee e 3
SERVICES INVOLVEMENT ... ee et se e 4
RUNNING A CHECK AND SEEING THE RESULTS.........o...vvoovoieeoeeeeeeeeeeeeeeeeee e 6
UAT & SWITCH TO LIVE ..ottt e e e et e e e e e e e e e et e e e e e e ee bbb e e eeeeeessaranns 14
SUPPORT ...t e e e et e e ee e ee e 14
Overview

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

Access Profile. It is an automated process.
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Please note that you will need to have an account with Access Screening for the

integration to work.

Data transferred

e Background check status

e Candidate PDF

The Transfer Process and Scheduled Task

The transfer process is automated and scheduled.

This will be applied by the Installation Engineer but for on-premise customers, the
Profile System Administrator at the client organisation may wish to change the

frequency of the connection to the Screening API.
Scheduled Task Configuration

The customer’s Profile System Administrator for on-premise deployments, can also
configure the Profile Scheduled task so that it runs at the frequency that the client

wishes.

The scheduled task will regularly connect to the Screening API to obtain the latest status

of screening requests and to update the records in Profile accordingly.

An image of the Task List with the Screening task highlighted is shown below.
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Menu (Microdec) Microdec support Database configuratior General maintenance  Server maintenance

Scheduler task list

Other actions Scheduler task list
Scheduler status Running
Frequency Next Run Last Run Last run result
IAccess Screening Monitor - Enabled Every 2 Hours 05-Jul-2019 16:04  05-Jul-2019 14:04 Completed I
Access Screening Monitor - Enabled Every 5 Minutes 05-Juk2019 16:06 05-Juk2019 16:01  Completed
SMARTfeed update — Grou Enabled Every 15 Minutes  05-Juk2019 16:16  05-Jub2019 16:01  Completed
SMARTmatcher Enabled Every 15 Minutes  05-Juk2019 16:16 05-Jub2019 16:01  Completed
CloudcCall Contacts Delta Up Enabled Every 15 Minutes  05-Juk2019 16:16 05-Jul2019 16:01  Completed
Update KPI Statistics Enabled Every 1 Hours 05-Juk2019 17:01  05-Juk2019 16:01 Completed
Index: Update all Enabled Daify 05-Jub-2019 18:21  04-Juk2019 18:21  Completed
Wacancy Monitoring Enabled Daily 05-Juk2019 19:21  04-Jub2019 19:21  Completed

The task list will be familiar to all trained Profile System Administrators.

Once the API Key is configured and the scheduled task is running then consultants can

start submitting Screening requests via Profile.
Services involvement

An API key will be setup by the Screening consultant and the initial integration
configuration will be setup by a Profile installation engineer. Support is handled via

Profile support.
How to configure the integration

You will need to be on a minimum version of R11.6 to run the integration if you are on-

premise.
If you are on a hosted version of Profile, you will only need access to your account.

You will also need access to an Access Screening account.
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Setting up the integration

As part of the Screening implementation process, an APl Key will be made available via

the screening system.

A new user will be set up called ‘APl User’ under Users & Permission, to view the API

Token you will need to edit against this user.

How to setup the API key in Profile (Installation Engineer or

Customer)

1. In Profile, in the System Administrator's menu, there is an option to select the

General menu followed by the Access Screening Configuration menu.

Profile R11.7.1012 {CDU3) / QARITYSTARFING

General
Licence C ges Function permi:
Email settings ents Apply configura B85 Ac ing Configuration
maintenance I Hub maintenance cloudcall configuration
Ref rop down lists (C m: H ard maintenance CloudCall contacts upload

CV FastTrack thesaurus update Generate safemode unlock key Website document settings

2. On selection of this menu, the following window is displayed. Enter the API key

into the ‘APl Auth Token' field.

Enter Screening API Token

PLPI Huﬂ"l TDkEn ;:k*********#***********#***************1_

3. Once entered, click ‘Update’, to save changes.
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Running a check and seeing the results

Organisation Configuration

A tab called Screening has been provided within the Organisation records in Profile. This
allows the Consultant to define the default Brand and Workflow settings for each

Organisation.

These defaults are displayed to the user when requesting Screening but the consultant
can select any other brand or screening settings that are available (see section

displaying the confirmation screen).

The Profile Organisation Form is shown below with the Screening tab highlighted in red.

Profie RI17.10127{CD03) / nu—

- eam: London
: Last action: SHfr2005
[ — | 014ay-2018 (am)

Summary Screening Request

Brand
Workflow

General

Submitting Screening Requests from Profile

Consultants using Profile can submit Screening requests from the Progress tab from

either a Vacancy record or a Candidate record.

The Submit Screening Request menu item is highlighted in red in the image below,

using a Candidate record as an example.
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The selection of the Progress tab is also highlighted in red. The black, redacted details

relate to the person record used for the example.

Profile R11.7.1012 (CDO3) / CLARITYSTAFFING

Profile

Menu (Main) A : Manage Back office

= IT Software Consuitant Perm candidate 25000 per annum 0 CV sent o User: 10014
at Microdec Plc Available: 0Tt 1st o Team: London
1months notice Ref: 10032
Located in BILLERICAY Essex ) Olntother O
Last action:
mi— 290ct-2018 (8m) 0 Offer g ]

Summary Workflow Add filter

UK Regional Operatio... = Workflow Source Status Upd. Longlist Meeting CVsent Int1ist Int other Offer
Search candidates UK Regional Operations Director @ IKEExecutive Research <No outcome> 22-Oct
—

Search social media candidates
Email details to candidate i
Iml Senior Manager @ Demon Internet LtiPermanent Offer accepted05-Novll 10-Sep 24-5ep  29-Oct 03-Dec
Submit Screening Request Network Engineer @ NETSCAPE Permanent Database Reject 05-Nov|ll 06-Sep 18-Sep  03-Oct

ViEwerert vents

Reject

Training Consultant @ Rosie Limted  Permanent Database <No outcome> 15-Oct 18-Oct 22-Oct

Progress ta next stage
Shortlist
Did it happen

If the required data is not already populated in the candidate record, a window detailing
the missing data is presented to the consultant and they must go into the candidate

record and complete the missing fields before re-submitting the screening request.

You cannot submit a screening request for this candidate as it
is missing the following required items of data:

Telephone number
Email address

| ok |

If the data is fully populated, a confirmation screen is provided to the consultant and

they can either Submit the request or Cancel the request. See Image below:
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Submit Access Screening Request

Candidate |Benedict Wong |
Organisation |J J B Engineering Ltd. |
Vacancy |Aeronautical Technician |
Brand |Brand A |V|
Workflow [workflow 3 V|
Status N

L]

M
| Submit | | Cancel |

When the request is submitted, an event is created in Profile against the Vacancy and

Candidate records, showing that the request is in progress.
Summary Screening Documents

Once screening requests have been submitted, the scheduled task will regularly connect
to the Screening API. This will be to update the status of the request and to load the
summary document into the candidate’s record Documents and Files tab once the

screening is completed.

The following image shows where the summary document is stored in the Candidate

record.
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Profile R11.7.1012 (CD02) / CLARITYSTAFFING

Scheduler task list Search candidates

A L H |
Megting -
Sates call 5 IT Software Consutant Perm candidate  ospopersanum D CVsent 0 User; 10014
Avaiable: ) Int Team: London
Email CV to contact at Microdec Pic Poomeaes  RERhEE NS Ref: 10032
Located in BILLERICAY Essex Dt agoa: o }nt- other 0
T — 2ot o8 @Em) 0 Offer 0 ~R

Search vacancies umman

Other actions
Edlit documnent ’ WPC1  26-Oct-2017 v, Frstcv

Merge header/footer

The red highlighting shows where to select the Documents and Files tab and the
Summary Document will appear as a new line, beneath the First CV file that is already
saved for this example candidate. It can be opened by double clicking the entry in the

Files list.
Intelligent Reports

There are two intelligent reports in Profile that can be viewed to display the outstanding

requests. These reports are selected as shown in the following image.

From the main menu, select the Reports & Lists menu and from the resulting drop-
down menu, select the Intelligent Reports option. On the Intelligent Reports window,

select the Screening tab to display the individual screening reports.

P rOflle Profie R11.7.1012 (C003) /| m—

Menu (Main)

Search candidates

Intelligent reports

Candidates @ Current screening requests

Contacts

Vacancies
Compieted screening requests

Organisations

Notifications

Communication

Admin

Once the required report is selected the reports are displayed as shown in the

examples below.
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Current Screening Requests:

This displays work in progress screening requests.

Currently Open Screening Reguests

B-Mar-2012: Bernard Black ACOounts Supervisor Back Books Limited Brand & wiarkflow 4 En
1I-Mar-2019 Noman Fietcher Managing Dire Doy Her pajestys Inc. Brand C warkfiow 2 Open
- Mar-2019 Dawn Tinsiey Receptionist Wernham Hogg Brand B warkflow 1 Dpen
05-Mar- 215 N:-"'""-EE_DEE;-""E"- Artiztic Azziztant Royie Relice Ltd Brand E Waorkflow. I Dpan

Completed Screening Requests:

This intelligent report will show all screening requests that have completed in the last 7

days for the current user, by default.
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Completed Screening Reguests
B-hMar- 2012 Bernard Black ACTODUNTE SUpervizor Eack Books Limdted Branmd & Whorkflow 4 Summary reguesisd
11-Mar-2019 Noman Fietcher Nian sgirg Dira oy Her fajestys Inc. Brand T whorkflow 2 Sumymany dowrndoaded
- Mar-201% Dawn Tinsey eceptionit Wernham H:gg Brand-B Workfiow L SLAT many dow nioaded
OE-War- 2019 r-l:-""“'-EE_EpEa;-""E"- Artistic Azsiztant moyie Relice Lid Brand £ workfiow 1 Sumymary ddwnlosded
||

Field Mapping

Request Mapping

title text person.title
first_name text person.first_name First string up to space
last_name text person.last_name
email text person.email_address
brand_uuid uniqueidentifi u_screening_brand.brand_id
er
workflow_id integer u_screening_workflow.workflow_i
d
your_reference | text oppportunity.opportunity_ref +
“I" + person.person_ref
middle_name text person.first_name Remainder of
first_name after
processing the
first_name field above.
date_of_birth date person.date_of_birth Format yyyy-mm-dd
contact_number | text address.zc_telephone_number From main address
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gender text person.gender M>m, F>f
n_i_number text temp_details.national_ins_no
nationality text person.nationality 0 (mapped 2 character ISO code.
value) See Appendix A.
addresses - Main address only (address.main_address = “Y")
line_1 text address.address_line_1
line_2 text address.address_line_
2+
address.address_line_
3
post_town text address.post_town
county text address.county_state
post_code text address.zipcode
country text address.country_code 2 character ISO code.
(mapped value)
from_date date null Format yyyy-mm-dd
to_date date null Format yyyy-mm-dd
to_present boolean true
tags
tag_type
tag
completion_redir] URL INI CO5 null if empty
ect
suppress_invite | boolean INI CO6
single_session boolean INI CO7
operator_email | text INI cO8 null if empty

Response Mapping

JSON Element Type Database Column Notes

count integer N/A Number of
brands in result
set

next url N/A Pointer to next
page of results
previous url N/A Pointer to
previous page of
results
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results
uuid uniqueidentifie| u_screening_brand.brand_id
name 'Eext u_screening_brand.description
u_screening_brand.available Set to “Y".
workflows
name text u_screening_workflow.descriptio
8_screening_workﬂow.available Set to “Y".
id integer u_screening_workflow.workflow_i
mandatory_tags| list l(jl/A Ignore
optional_tags list N/A Ignore
employment_c | list N/A Ignore
on tract_types
academic_enr | list N/A Ignore
ol ment_types
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UAT & Switch To LIVE

The Screening Implementation team will clear your Demo Screening account as part of

the Screening GO LIVE process.

Support

Please contact your Access Profile 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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