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Integration Overview

An internal task is added to the ExponentHR onboarding templates that will notify the responsible person to trigger 

the push of candidate profile data captured in onboarding and the specific ‘package’ to ESS. ESS is responsible for 

gathering all consent authorization from the new hire and will then perform the various background checks specified in 

the ‘package’ attached to this new hire. In progress status updates are sent from ESS to ExponentHR Onboarding and 

ESS will notify the designated people if any follow up actions are required and the user will perform those steps directly 

in the ESS website. Once all background checks and action items are complete, a final status is sent back to 

ExponentHR Onboarding.
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Once ExponentHR has enabled the ESS background screening integration, it needs to be built into your onboarding 

workflow. 

Screening Packages

The Employment Screening tab in the Onboarding Setup will now allow you to add new screening packages. The 

package name and ID must match that given in ESS. 

ExponentHR Onboarding Setup
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ExponentHR Onboarding Setup (continued)

Employment Screening Internal Task

The integration is triggered and monitored through an internal task in your onboarding workflow. This internal task 

must be added to all of the applicable templates in the Onboarding Setup.

As with any other task, the title may be customized and the task start dates and deadlines must be set. 
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ExponentHR Onboarding Setup (continued)

On the Task Details tab of the internal task configuration, you may assign the task owner and whether they have 

permission to re-assign the task to someone else. The task owner may be set to be the direct supervisor, the time clock 

supervisor, a certain job code, email address, OSM position or a specific employee. 

You must setup a default screening package, but you may give the task owner the ability to change it to a different 

screening package if you would like. Alternatively you could setup multiple internal background screening tasks, each 

with a different default screening package and use the Display Conditions filters to apply them to the applicable 

population, e.g. job code.
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Initiating ESS Background Screening

In ExponentHR’s onboarding module, the task owner of the background screening internal task must initiate the 

screening process. This is done by navigating to the Employee Onboarding portal, locating the employee and clicking 

on their name to open the Employee Onboarding Detail. 
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Initiating ESS Background Screening (continued)

Select the background screening internal task, confirm the package selection and click Initiate Screening. This will start 

the request and trigger the applicant notifications. 

Alternatively, you may have the ability to re-assign the task to someone else.

Applicant Experience

When the background screening order is initiated, the ESS system will send the SwiftHire request to the applicant. 

They should receive a personal email with ordering instructions. At the bottom of the email, a link will be listed to start 

the process. Once the link is clicked, the instructions page will re-appear in the web browser. Click Continue to proceed 

to the Authorization and Consent page. 
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Applicant Experience (continued)

The applicant will be prompted to complete the following steps:

1. Location Confirmation

The applicant will be asked to confirm their city and state of residence, as well as the city and state of the job they are 

applying for.

2. Authorization and Consent Pages

There are 5 pages that the Applicant will see in regard to giving consent and authorization.

• Page 1: The Authorization to Conduct Electronic Transaction – this page alerts the applicant to the forthcoming 

process, their options for withdrawal from the process and options for obtaining copies of their documents. The 

applicant agrees with a check box and clicks Continue.

• Page 2: Disclosure of Procurement of Consumer Report – This page discloses to the applicant the items possibly 

obtained for the background check. The applicant will click Continue to proceed. 

• Page 3: Authorization – This page is where the applicant authorizes ESS to release the information to the named 

client. They must e-sign this page before clicking Continue.

• Page 4: Summary of Rights – The Applicant is given a Summary of their Rights under the FCRA. They will click 

Continue at the end of those rights.

• Page 5: State Disclosures - These are provided to the applicant in the event that they live in or will be hired in one 

of the listed states. They will click Continue at the end of the page.

• Page 6: Print and Submit – The Applicant has the ability to print each page of the consent form process if they 

choose to do so. If not, they will choose Submit to submit the electronic consent form.
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Applicant Experience (continued)

3. Background Check Request

The applicant must complete their profile information, including name, SSN, date of birth, and address. This will be 

prepopulated with the data collected in ExponentHR, with the exception of the SSN and date of birth. The applicant 

will always be required to enter these into ESS. The system will display an alert if all of the necessary information is not 

provided. 

Once completed, ESS will automatically order the items included in the chosen package. The applicant receives email 

confirmation that their consent was received and a link to the Applicant Portal where they may review their consent 

documents and check their report status. 
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Applicant Experience (continued)

Order/Status Monitoring

The status of the internal task will reflect the status of the background screening request. In will process through the 

following stages:

• Pending - the task has not yet reached its start date.

• Not Started – the task owner has not yet initiated the screening from within the internal task.

• In Progress –New Hire – the screening request has been submitted to ESS by ExponentHR, but ESS are waiting for 

the applicant to e-sign the consent forms and/or provide missing information.
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Order/Status Monitoring (continued)

• In Progress – Screening – ESS are executing the screen. No action is required by the applicant or task owner at this 

time.

• Ready for Review – ESS has completed the screening and the results are ready for review.

• Completed – ESS has completed the screening and the internal task owner has marked the task as complete.

When ESS completes the background screening, the internal task status will show as Ready for Review and the task 

owner will receive a message center notification. Upon opening the internal task, there will be a link to View Screening 

Report in ESS and the Grade will be shown in the task. 

Reviewing Background Screening Results
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Reviewing Background Screening Results (continued)

Having considered the screening results, the task owner may set the Decision to either:

• Cleared – Continue Onboarding

• Not Cleared – Cancel Onboarding

The task owner may also add any additional comments. Once the Decision is set the task status is updated to 

Complete.

Reviewing Background Screening Results - Applicant Experience

ESS sends an email notification to the applicant to inform them that their background screening results are now 

available via the ESS portal.


