This document outlines the steps to request a background check through Exxat using Universal's
platform. Follow these instructions to ensure a smooth application process:

1a. If you are using the New Student Dashboard, in the compliance section, click on the View All
hyperlink to view all the documents required of you.
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1b. You can also click on the upper left hand hamburger icon and select the compliance section.
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1c. If you are using the Old Student Dashboard, click on the compliance section from your dashboard.
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2. Select the Universal-Background Standard requirement from the list of documents and select Get
Started.
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3. Click the + icon next to the “"Universal Details” in the center screen to begin the process
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4. On the right, a sidebar will open allowing you to select a package(s). Select the correct “Radio
button’ and this will enable the “Request Screening” button for you to Continue.



Notes: PLEASE USE YOUR LEGAL NAME as written on a government document or it will delay

the approval of your results
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@ Background Standard

+ Sacial Security Addressalias Trace
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& USA CriminalSearch and USA Offender.
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The Background Standard package mcludes all third-party fees other than the Now York Statewide [NYDCA) which would be billed to the
client when applicable

5. After you submit the request, the document status will show “In Progress” and the Universal
Status will be “Invitation Sent".
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Universal Details
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June Bee

BGCheck Package

Universal Status
Rescreen Background Invitation Sent
Request Date

Universal screening status
June 012022

6. You will receive an email from Universal. Upon clicking on the link in the email, it will now direct you
to Universal's website where you will complete and submit the application.



Important Information about your Background Forms -- Please Read
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To @ Stefeme McDonald Mon 6/3,72024 1:13 PM
Dear John Worker,

Thank you for placing an order with Uiniversal Background Screening. As part of the screening process, you'll be asked 1o Till out personal information about yoursel
using Universal Background Screening’s secure onling server.

To initiate the process, please click the link below to pay the fee and complete the forms

For your reference, here Is your E-Forms invitaion code: DAD33608-23CD1-41A4-BF3F-E1E323883439

For any questions about screenings that need to be ordered, please contact your Clinical Education team at your school.

For any concems aboul your order, please conlacl Universal Background Screening's Clientl Services Department at 1-877-561-5150 or via email al cs@univer-
salbackground com.

After submission, Universal will Commence processing your screeningis), Your complete screening resulis will De directly accessible on EXCXAT
Thank you,
The Exxat Team
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7. Student completes application, signs disclosures & pays for screening
Universal

CREENING

Subject Information Your E-Forms Application was located
FCRA Summary of Rights
FCRA Disclosure Requi_red fields are indicated with a red asterisk or red border. All required fields must have an input in order to
submit the form.
FCRA Authorization
Supplemental Authorization For o
Please complete the information in the fields below.
Release of Records

Payment Amount: $65.00 = Subject Information

Flease enter your legal name that shows up on your Social Security Card/Passport.

First Name* John

Notes: PLEASE USE YOUR LEGAL NAME as written on a government document or it will delay
the approval of your results

8. Please follow the prompts and provide an esign on the final page of the reform.
Universal

Subject information -] Sign Decument
FCRA Summary of Rights [~}
Chck the 85ign and Continue butlon to ackiowlodge that you have received, roviewisd and
FCRA Disclosurs -] slectronically signed this documant.
FCRA Authorization -]
Acknowladgement and Authoriz o ) .
For Background Investigation Supplemental Authorization for Release of
Records
Supplemantal Authorization For
Pelmes of Foords Thitt authecerization i peovided in oomnection with 3 CONSuMer FEpon oF gt ive Consumer

reget “hachgreand check"] that may be congducted by Unbsenal Background Screening. inc. st

Sign your name (John Worker) in the signature box and click eSign and Continue

— M you are using a mouse: Click in the box, hold down the left click button, and sign your name by drawing it with the
mouse,

= If you are using a tablet or a mobile device: Draw your name with your finger inside the signature box.

S Sep




9. The eform complete after making the payment set up for the package.

Subject Information o Required fields are indicated with a red asterisk or red border. All required fields must have an input in order to
submit the form.
FCRA Summary of Rights (]
FCRA Disclosure o
FCRA Authorization © Application Payment
Acknowledgement and Authorization ® Card Type® = | - Choose One - ~ |
For Background Investigation
Card Number* | |
Supplemental Authorization For o
Release of Records Expiration Date™ | - Exp Montis | | - Exp Year » |
Payment Amount: $65.00 = Security Number Please enter the three or four digit security code

located on the front or back of your card

Name on Card”™ | | | |

Address* | |

| | | State v | | |

Phone Number

Payment Amount $ 6500

v Make Payment & Submit

Note: If the package is set up as School pay, the payment section will not be available.

10. Once you submit the application, you will see this confirmation on the screen. Please print this
page for your records since you will not receive any other confirmation email from Universal.

Universal Exxat Demo Account

Thank you. Your forms have been received.
ioer oonfurmmation muemiber s 13555131

Dear Student.

Thank you for initating the scresning process. Your orders has been received and will be processed. Please print this page with the
corfirmation numiber for yowr reconds.

Once your order is complete, your results will e provided 1o your school. For any conoitns abeout your ordar, phiss contact
Universal Background Screening’s Client Sorvices Department at 1-877-561-5150 or via emall at ce@universalbackground.com

Thank o,

The Exxat Team

The process ks complete. you may close this web brovwser at any time.

-~ o [

11. Once you submit the application, the document status will continue to show ‘In progress’ but the
Universal status will now show as “In process”.



Universal - Background check S “"‘t“\:
In Progress

Universal Details

First Name Last Name

BGCheck Package

Universal Status
Background Standard In Process

Roequest Date
June 10 2022
Order URL

https://portal Tuniversal background.com/Reports/Orders ViewOrden 27511151

12. When the Universal status is “Invitation Sent or Pending Student information”, for Universal drug
screening, your Universal background requirement will show the yellow banner as below. You will be
able to see the + icon next to the “Universal Details” to request screening for the ‘Universal
background’ only once the Universal Status for your drug screening is “In process"”.

You will be able to request screening from Universal after your Universal- Drug Screening displays "In
process” under universal status.

Universal Details

13. Once the results have been received and automatically uploaded in Exxat, the document status
will show ‘Pending Review' and Universal status will be seen as “Complete”.

Universal - Background check —_
|

Universal Details

First Name
John

Last Name
Worker

BGCheck Package
Background Standard

Universal Status
Complete

Request Date
May 18 2022

Order URL
https://portal7.universalbackground.com/Reports/Orders/ViewOrder/27154631

View Document

14. Once your documentation has been reviewed, the document status will change to ‘Approved’ and

Universal status will remain as ' Complete’. To request an additional screening, click "Add New Record”
button and follow the same steps that you did to request your first screening.



Note: Once you submit your application, if it has been over 2 weeks and your results are still not
available, please email ExxatCS@universalbackground.com

X Universal - Background check

Your academic program may share this document with clinical sites at which you are placed
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Universal Details

First Name Last Name
BGCheck Package Universal Status
Background State of Illinois Complete
Request Date

January 27 2022

View Document

Background Check Details
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