HireRight FAQ

What does EWS mean in HireRight?
EWS, or Extended Workforce Solution, is HireRight’s solution for MSP programs.

How do I register for a Knowledge Services MSP (EWS) Program?
An email invitation will be sent to you from the Knowledge Services’ Program Team. Vendors can reach out to
MSP@knowledgeservices.com to request the invitation.

What does the registration process consist of?

An email invitation will be sent to the vendor from Knowledge Services. All pages of the form/application must be
completed, including the section with credit card details. Make sure to SUBMIT the form. The vendor will receive an
email with copies of the contractual documents that were approved in the form/application.

Next, an email will be sent from HireRight’s Vendor Screening team. This will include a credit card form for payments
and a document that explains the credentialing process. The turnaround time for the onsite inspection (if required) is 3
to 5 business days.

If the Vendor Screening team requires anything from the Vendor during this process, the Vendor will be contacted by
email. Please respond as soon as possible to avoid delays with account activation.

Questions about the process of status of an account can be directed to HireRight’s Client Care Support team at 800-
490-7983.

What is HireRight’s Credentialing and Due Diligence process?

The inspection is mandatory and must be conducted in order to continue the account setup process. It is a requirement
by the credit bureaus to ensure that sensitive personal information in each background report is properly secured. See
also, Credentialing Easy As 1-2-3 document for additional information.

Are home-based businesses permitted?
Home-based businesses are able to register, as long as the home office set up meets a certain standard of security.

What is the time frame for completion of the Due Diligence?

3 to 5 business days. The site inspection generally takes up to 48 hours from the time HireRight submits the order to the
time the initial call is made to schedule the inspection. After the inspection is complete, the report generally takes
about 24-48 hours when there is a question. HireRight generally activates the account within a couple hours of receiving
the inspection report but can take up to 48 hours.


mailto:MSP@knowledgeservices.com

[s there a vendor registration fee?

There is a $84.40 registration fee if the Vendor does not already have an existing account with HireRight. If the Vendor
does have an account, the Vendor can indicate this in the registration form and this may remove the credit card
information fields. If an existing vendor has not correctly completed the details about their existing account, there is
no way to go back to the previous page and credit card information will be required.

If a Vendor who already has an existing HireRight account is charged the registration fee in error, the Vendor can reach
out to the Total Care Support team at 800-490-7983 and request a refund.

Are vendors being provided with a receipt of payment for the registration fee?
Only in the form of the Account Setup Letter that is attached and on their credit card statement.

When will the vendor be able to access their HireRight account?

Once the Due Diligence process has been completed, the Vendor will receive an email from HireRight with the Account
ID, username, and temporary password. The email has a link to the login page on HireRight’s website. When you login
for the first time, you will be asked to set a permanent password and answer some security questions. If you need any
assistance, reach out to the Total Care Support team at 800-490-7983.

What if my EWS (MSP) program includes drug testing?
Setting up a drug testing lab account takes approximately 5 business days. HireRight’s setup team will be notified to
start working on this once the Vendor has completed the registration process.

What if a candidate has a credit freeze or credit block and a credit check is required?

If a candidate has a credit freeze in place with the credit bureaus and the HireRight package ordered contains a credit
report, then the candidate must contact each bureau to request their credit profile to temporarily left the freeze so
HireRight can re-order the sub-request. It is recommended the candidate unfreeze for at least 7 days so HireRight has
time to re-run the sub requests.

If a candidate has a credit block on their credit they cannot do a temporary lift with an access code. HireRight does not
have a way to input an access code when processing credit checks to access the candidate’s file. Therefore, the
candidate will need to do a complete lift of the block with the credit bureau(s) in order for HireRight to access the
candidate’s credit information.

Additional Resources:
HireRight's Total Care Team

HireRight’'s Credentialing Easy As 1-2-3
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HireRight's Credentialing By-Pass for Existing Vendors



HireRight Client Care

Let’s Get in Touch

Contact Us

e When contacting HireRight please note the TotalCare Specialist
will provide you with a unique Case number. This Case number is
used to track your support request, and should be referenced
when communicating with HireRight about that particular issue.

e We understand your time is valuable, which is why we’ve

provided you with multiple ways to contact us.

— For Day to Day support you can reach us through Live Chat
by selecting the chat option after logging into your
account.

— For non-urgent matters, you can email us at
totalcare@HireRight.com

— For issues that require immediate support you can reach
us directly by phone at +1.800.490.7983

— For contacting HireRight outside of the U.S please refer to

our contact us page via the following link.
http://www.hireright.com/Contact-Us.aspx#tab2

About Total Care

e TotalCare provides world class support from

Monday — Friday 5AM — 5PM PST.

Total Care is made up of highly trained
professionals who understand your unique hiring
needs, professional requirements, and is your
first point of contact for questions, concerns,
technical issues, and any support you require
while working with HireRight products.

Escalation Process — Urgent Requests

When working with HireRight customer service, you
may have times when you need an urgent response
we strongly encourage you to contact us via phone or
chat, which is designed to provide a faster response
time; However, should you need to escalate an
existing issue please provide your case number and
email totalcareescalations@bhireright.com

Our HireRight Escalations Team is dedicated and
equipped to handle your escalated concerns within a
timely and professional manner.

Additionally, if you have questions, comments, or
concerns surrounding the quality of service you
receive, here is our Client Care Management Team
contact information.

— Joanne Robertson | Supervisor
Office | +1.615.577.2304 |
joanne.robertson@HireRight.com

— Michael Rockwell | Manager
Office | +1.615.577.2302 | Mobile +1.615.339.6685
| Michael.Rockwell@HireRight.com

— Suzi Earhart | Senior Director
Office | +1.615.577.2310 |
Suzi.Earhart@HireRight.com
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) HireRight. CREDENTIALING - AS EASYAS 1, 2, 3

About Credentialing: The Federal Fair Credit Reporting Act, 15 U.S.C. § 1681 et seq. (“FCRA") requlates HireRight's consumer background reports, including the public record
and credit information contained in those reports. In addition to requlating employers” use of HireRight's background reports, the FCRA (and the national credit bureaus
from whom HireRight may obtain information) imposes obligations on HireRight to take certain steps prior to providing background reports to customers. These steps are
designed to help ensure that background reports are being used for permissible purposes authorized under the FCRA and that consumer information is protected from
unauthorized access and use (e.q., identity theft). Accordingly, HireRight will perform a credentialing review of all prospective customers. In some cases, HireRight may be
prohibited from servicing certain organizations. The chart below summarizes the basic steps that prospective customers can expect during the credentialing process:

Step 1 Step 2 Step 3

Proof of Bonafide Business

.

Onsite Inspection Authorized Party Search

What happens in this process? What happens in this process? What happens in this process?
By appointment, HireRight will have its approved and Among other things, HireRight will verify with pre- HireRight will verify that the business is not on an
contracted third party provider conduct a brief visit to approved third-party sources and/or local government information provider’s and/or government prohibited
your business premises for purposes of verifying that: entities that the business: party list due to industry type, previous unauthorized
»  Your business address is not shared with » Is an active business, in good standing, and activity, etc.
another entity (e.g., is not operating at a Regis appropriately licensed, when applicable

Why is this review performed?
This review helps HireRight ensure that it is compliant
with its information-provider obligations and that

Office, Executive Suite, or Virtual office)™™

. . » Is providing products and services as disclosed
» Reasonable security controls are in place to

on the HireRight application

secure access to HireRight's system and its its customers do not present a known information
background reports Why is this verification performed? security risk or regulatory concern.
» Proper business signage exists (this may This verification helps HireRight ensure that the
include taking pictures of your signage) businesses with which we conduct business will use
HireRight's background reports for proper, authorized
Why is this inspection performed? DUIPOSes.

The onsite visit helps HireRight verify the presence of

an ongoing business with a permissible purpose for

obtaining consumer background report information,

and that adequate security measures are in place

to protect the background reports and the personal
\consumer information within those reports. 1 I\ J

“*Shared Offices: If your business is sharing an office, please let your Sales Executive know immediately, as there are some situations that are ineligible to use our
services, and others that require additional documentation. Your Sales Executive will be able to further discuss your options.

. v

HireRightCredentialing 072210PL%*
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Credentialing By-Pass for Existing Vendors

Vendors :: Submit Application

Welcome ]
Program Details Review

Company Information
Subscriber Agreements Registering Company: EWS Tast Vendor 2
Agreement Page 1 ; "5:3"6; .
Agreement Page 2 S B .
Agreement Page 3 H&adqua.rt&ﬂrla: L;:UL.SA
Agreement Page 4 Industry: Education
Agreement Page 5
Agreement Page 6
Agreement Attachment A
Agreement Attachment B Are you an active user in that account? @ ves O ne
Agreement Attachment C
and D
MVR Delaware
MVR Georgia
MVR Michigan
MVR Ohio
MVR Washington
OHS
E-Sign documents

¥ Submit Application

Does this company have an active account with HireRight? @ Ves O no

e When a Vendor answers ‘yes’ to both questions, they are prompted to supply their Login
information for their existing HireRight account

Credential

As an existing customer, you may be able to register and activate your account with out paying for and receiving an on-site inspection.
Please provide your Login credentials for the existing account that is already active with HireRight.

Company ID:

User Name:

Password:

| |

Skip step. proceed to complete
reqgistration






® Upon successfully verifying their login information, the system will skip the Credentialing
Payment requirement

.l Hil'eRight‘ Help | Live Chat

Vendors:: Thank You

Thank you Test Test, vou have completed the firzt =tep in creating yvour HireRight account!
Here are a few reminders.

Account Credentialing

Soon someone from HireRight's credentialing team will be contacting you te complete a Federally required credentialing precess which may include
scheduling an on-site inspection of your business. What's this?

Access to Your Account

Once the credentialing process is completed, HireRight will notify you at victer. doberi@hireright.com with all the infermation you will need to access your
newly activated HireRight account. Until this time, if yvou have any questions, don't hesitate to contact us at HireRight Customer Service at (365) 5215855
or by e-mail at customerzervice@hireright. com.

Close
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