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Applicant Portal fitawork
The Candidate Experience

When you are required to complete a fit2work application for the first time, you will receive an email
from fit2work asking you to log into the Applicant Portal:

fitwork

Pre- Employment Screening -
Request for Information

Dear Kathanne Anes,

Equifax Test requires you to fill in the fi2work online
background check consent form

Please log in to complete the form. Chick the link
below or copy and paste it in your browser to log in

Login: hitp /istaging fit2work com auMember/Login
An account has been created for you. Please use

the below credentals to log in

Username: katharine aries@equifax.com

Password: cfmb4

Kind regards,
fit2work

As with the example above you will be provided with a Username and Temporary Password, which
you will be prompted to update when you login for the first time:

Update Password

Old Password »
New Password e

Confirm New Password »

Once the password has been updated, you will be directed to your fit2work portal homepage.
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From Equifax

fitgwork

Arles

o Profile Info

www fit2work.com.au/verify
+61 467 306 820
Katharine ares@equifaxcom Ouhxsths | Gupgrade | @share badge
Bureccheds & Userrofie  DOcupation Qualficadons 8 Employmen History
Organisation Check. Status. Action
1357905 s cautaxTest Empleyee To Complece y:
Employee To Complete
357707 2710672018 Equifax Test Entitlement To Work More Information Provided B
Australian Federat Police Check More Information Provided
357708 20082018 cautax et Entriement To Work Completed
austalian Federal olce Check Compieted

fit@work 47 Mercury

Updating Your Profile

From your fit2work dashboard homepage you can:

1) Update your profile information through the User Profile. This information is always
transferred to your fit2work application to save you time in completing your basic details

BiCurentChecks & UserProfile [ Occupation = Qualifications €8 Employment History

Ghven Name & katharing Middle Name a

Family Name » & Asies Date of Birth

Maobile Numiber +81487306820] 1 Update Mobile Email katharine.aries@equifan.com
Recehe Updates & ® Password 4, Update Password
Communicatians

2) Update your profile to include information on your Occupation, Qualifications and Employment
History. This information is not transferred to your fit2work application however you may find it

useful to store these details on your fit2work User Profile to assist in completing future online
job applications:
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Occupation

BiCurrent Checks & UserProfile  []Occupation 7 Qualifications & Employment History
Years Actio

Sub Classification

Classification

No occupations have been added

Add,Occupation

+ Occupation
Please select .

Sub Classification

Years in Occupation s

% Cancel ¥ Update

Qualifications

B Current Checks & User Profile 2 Occupation

= Qualifications & Employment History

Type Quakfication University / Institution / College Graduation Date

N qualifications have been added.

Add Qualification

Employment History

BiCurrentChecks & UserProfile [ Occupation ™ Qualifications & Employment History
Position Title Position Details Duration Actic

Add Employment History »

Organisation

No employment history have been added.

+ Employment History

Badges

fit2work operate a Badging system that allows candidates to hold a fit2work verification badge. Your
fitzwork badge can demonstrate to your potential employers that fit2work holds a certain level of
verification data for you. This can save an employer from having to run certain pre-employment

checks.
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Fit2work's Badging System - Trust in an instant

fit2work's profile badging system allows you to share your verified credentials with employers. Stand out from other applicants and prove that you are fit2work.

Each Badge includes the date issued and a unique 1D number that can be verified independently via the fit2work website. The badge can be shared with your employer electronically via insertion into your resume or by sharing the
badge image online.

The Gold fitzwork Badge indicates the highest standard of Background Screening:

* Current Clear Police Check within 6 months
SAMPLE = Your Primary ID Document has been verified to the issuing source
AS AT: 01 JAN 1990 « Entitlement to work has been verified (visa)

« Primary Qualifications have been verified

« Photo has been uploaded to your profile

SILVER The Silver fit2work Badge includes the following:
SAMPLE
AS AT: 01 JAN 1990

= Current Clear Police Check within 6 months
* Your Primary ID Document has been verified to the issuing source
= Entitlement to work has been verified (Visa)

BRONZE The Bronze fit2work Badge is predominately used by organisations that only require a valid Police Check:
SAMPLE
AS AT: 01 JAN 1990

« Current Clear Police Check within 6 months
* Your ID Documents have been sighted by an authorised officer (i.e. fit2work processing personnel, HR admin at the employer that requested
your last police check).

The standard fit2work badge is allocated to all members where no police check is recorded, the police check is older than 6 months or the police check
has an adverse finding on it. Other checks on the profile may still be valid. Completing required checks will reinstate the appropriate badge level.
SAMPLE

AS AT: 01 JAN 1990

The lsharebadge gption in the applicant portal allows candidates to insert their badge in to their
resume to let employers know that they are ‘fit2work’. By following the simple steps outlined in the
Share Badge pop-up window you can do this quickly and easily:

Sharing my Badge

nsert your badge in to your resume to let employers know you are fit2wark by following the simple steps below:

Right click on the badge image and select the appropriate "save 25" option. 1o save a copy of the badge 1o your computer or device. You can then insert the badge into enling profiles, or resume documents.
Common browsers:

= Microsoft Edgeninternet Explorer: “Save picture as™
» Chrome, Firefou, Safari: “Save image as...”

AS AT: 05 JUL 2018
www.fit2work.com.au/verify

You can also use the “Email my Badge” option below to email a copy of your badge to an employer.
Please note that the email option will send your mebile phone number, name and badge to the email address provided to allow verification of your current badge status,

Email my Badge

x Close

You also have the option to ® upgrade the badge you hold — to increase the level of credentials

fitawork can verify and hold on the system for you:

Copyright © 2017 Equifax New Zealand Information Services and Solutions Limited, a wholly owned subsidiary of Equifax Inc. All rights reserved. Equifax and EFX are
registered trademarks of Equifax Inc. This summary, the service described, and related product collateral do not constitute legal or compliance advice. Organisations are
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Upgrade your fitzZWork credentials f\@k Eﬂg NZE m EALLPYEE R RN

AS AT: 01 JAN 1990 ASAT: 01 JAN 1990 ) AS AT: 01 JAN 1990

Current Clear Police Check within & months @
ID sighted but not verified @

Primary ID document verified to source @
Entitlement to work (Visa) @

Primary Qualifications Verified @

Mandatory Profile Photo @

Dashboard Menu

In the top right-hand corner of your dashboard you have 4 options:

Contact Us

The Help Page contains all the frequently asked questions that will help you complete your application
quickly and easily. The next section of the guide will run through how to complete your application so
that an Authorised Officer at the Organisation you are applying for can verify the information you
provide and send your application off for processing.

Completing your Check Application

For every check request you are sent you will see a new application row appear in your dashboard

homepage:
Reference Number Submission Date Organisation Check Status

1360717 23/10/2018 Equifax Test New Zealand Entitlement to Work Employee To Complete
International Bankruptcy Check (United Kingdom)  Employee To Complete
International Credit History Check (United Employee To Complete
Kingdom)

1360702 22/10/2018 Equifax Test NZ Ministry of Justice Criminal Check Employee To Complete
New Zealand Driver Licence Employee To Complete
New Zealand Directorship Employee To Complete
New Zealand Bankruptcy Employee To Complete
New Zealand Banned & Disqualified Employee To Complete
New Zealand Credit Check Employee To Complete

Copyright © 2017 Equifax New Zealand Information Services and Solutions Limited, a wholly owned subsidiary of Equifax Inc. All rights reserved. Equifax and EFX are
registered trademarks of Equifax Inc. This summary, the service described, and related product collateral do not constitute legal or compliance advice. Organisations are
encouraged to obtain independent legal advice.
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.

4
To complete the application simply click on the icon in the action column. This will take you to

a new section of the portal where you can safely and securely complete the required information
(mandatory fields will be marked with a red asterisk*).

Step 1 — Complete your Basic Details

Create Check Basic Details Additional Details Review

Mandatory Fields* may include:

. First Name . Gender

. Surname . Email

. Date of Birth . Birth Place

. Birth Country Current Address

. Birth State . Overseas Stays

*Mandatory fields may change depending on the checks that have been requested as part of your
application.

Once completed simply click

Step 2 — Complete any Additional Details

Create Check Basic Details Additional Details Rev

In this step you must confirm if you have ever been known by another name or alias (this could be an
anglicised version of your name or a married or maiden name):

Additional Details
Previous/Alias Names ) » | have previous/alias names |:_:| Yes @ No

Brevious/Alternate Address © = I have lived in the same address for Syears (@) ves () No

If you have not lived at the address, you gave in the previous tab you must supply all other residential
address held in the last 5 years.

Step 2a — Upload the required ID Documents

In this section you must provide the required ID for the check to be processed. The fit2work portal is a
dynamic system that will prompt you to select and provide the appropriate ID for the checks
requested.

Copyright © 2017 Equifax New Zealand Information Services and Solutions Limited, a wholly owned subsidiary of Equifax Inc. All rights reserved. Equifax and EFX are
registered trademarks of Equifax Inc. This summary, the service described, and related product collateral do not constitute legal or compliance advice. Organisations are
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Identity Documents

We require a clear copy of your Passport in order to complete your check. Please upload a copy of your Passport below.

Document type Details Status Action

No document has been added.

+ Add ID documents

It will also provide you with some details on the ID requirements to ensure that the identification that
you provide will be sufficient in order to process the check.

Note: Expired ldentity Documents are not accepted.

Once you have uploaded the documents click

Step 3 — Add Required Check Specific Information
For some checks, you may need to provide further details or supporting documentation in order for
the check to be successfully submitted and completed.

The screenshot below shows you the additional data requirements for a New Zealand Driver Licence
Check, Credit Check and the specific consent Digi-sign box for the Ministry of Justice Check.

Check Details

New Zealand Driver Licence Check Detalls

Difvsr Lcence o o

Nursber Licence Class. Espiry Date. Besion

Mo Boance has baen added.

4+ A Dowas Licanca
International Griminal History Check
NZ Ministry of Justice Criminal Check

s Criminal Rocaess U, MIny of M, i 1456 8 <opy of My cimind eosictions, subject

Mo Zaaland Cansane o
10 sactan 7 of the Crimisal Racords (Claan Slase) Act 2084, 1 the thes pary.

gt 1 R 8B A B BB =
MNew Zealand Credit Check

Hama Taleghons Numbse

Ditvar's Licsnce Mumbar

Driver's Licance Version

Most recent NZ address.

Adaress Autn Fil

Uni bumbar

Swou M +

Step 4 — Review your Application
The final step is to review the details you have provided in the application:

o

Create Check Basic Details Additional Details Review

Copyright © 2017 Equifax New Zealand Information Services and Solutions Limited, a wholly owned subsidiary of Equifax Inc. All rights reserved. Equifax and EFX are
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Basic Detail
Given Name Katharine
Middie Name
Family Name Aries
Date of Birth 08/01/1989 Gender Female
Birth Country United Kingdom
Email katharine anies@equitax com
Mobile phone 61 467 306 820
Current Residential Address
Unit Number unitg
Street Number 24.28 Street Clara Stroet
Suburb Erskinavile Country Australia
State NSW Postcode 2043
Overseas Stay
Chizanship vt you a hicen of e Zagland? B
Oversans Sty Il Tyenr Ne
Additional Details
Provicusiiies Namas &
Hama type Hare Dase of changs
B pravious names hvs baan sdded
PreviousinNemste Addiess O
Adduss type Addsn Dt of stay
N pruvious 0iess have basn #dsed
Identity Documents.
Document type Details Statas Ation
Passpert T2Z34SETED (Pevat) (Newe Zesond) Nt sighted -
New Zealand Driver Licence Check Details
Driver Licanca Oxiver Licance Number Licence Class Expiry Date Action
1234671 fl Tertoze a
international Criminal History Check
NZ Ministry of Justice Criminal Check
} aulfcrisn e Criminal Recor Uk, Misiry of Jusice, 1o release a copy ef my ciminal convictioms, subject
e Zesbam Consene o <1207 o1 o Crrinal Rucerds (e Slte) Act 2004, 1 the ity
NaZoaland_Comam_Foempt <

Step 4a - Sign the Digital Consent Form

Depending on the checks ordered, you may need to sign more than one digital consent form.
Depending on the check type, the system may direct you to download, print, sign and reupload a
paper consent form. Please read the consent notice(s) and —using your mouse — sign in the allocated
box, making sure not to let any part of the signature come outside the box.

Consent

General

NZ Ministry of Justice C

Mow Zeal

New Zealand Directorship
Mew Zealand Bankruptcy
New Zealand Banned & Disqualified

MNew Zealand Credit Check

Signature «

Our informaton serviess are provided in accordance with our standsrd Terms of Supgly accessible 8t Wi
“terms and conditions).

v and the fit2werk SOW accessible &

ercury com. sutermsof

SOW {colictively, the

1. Katharine Arios, by submitting this appcation to Equifax Ausiralasia Worklorca Solutions Pty Liniited (Va ft2work), canfin that

1| agres 1o thosa terms and conditions. and

2.1 have read the fitZuwor
FH2wor : inchuding, i

pw mercury com aufitZwork_collecion_ststement and consent to the collection and use of my personal information on the basis described in that
to canduct ar procurs the conduct of any Police or other background checks specified in this sppication).

| Katharine Aries, haraby consent ta Equifax Test (Va fitZwork com au) using my personal details for check NZ Ministry of Justice Criminal Check

| Katharing Aries. hareby consent to Equifax Test (v fit2r

com au) using my personal detais for check New Zealand Driver Licenca
| Katharine Avies, haraby consent ta Equifax Test (la 2wk com au) using my personal delail for check New Zealand Directorsiip

| Katharing Arias, hareby consant to Equifax Test (v

m au) using my personal details for chack New Zealand Bankruptcy.
| Kathaine Ares, hareby consent to Equifax Test (a i2work com au) using my personal detais for check New Zealand Banned & Disqualifed

This. consent slkews. Equiix Australia Worklorce Sclutions Pty Liniled (Va f2wark com au){'Equifax Austraka’) and Equitax New Zealand Information Services and Solulions Limited { *Equilax N2') 1o obtain a record of your credit
history an yous behalf in order 1o conduct a pre-emplayment chack for a position invalving signiicant financial risk

1. Katharine Aries, heraby aulhorisa Equitax Austraka as the agent of Equifax Tast 1o obtain from Equifax NZ a recard y in order ta conduct a pre-emplay significant financial risk |
understand that you will give my personal information to Equifax NZ. Equifax NZ will hold that infarmation on their systems and usa it to provide their cradit reporting services, and that when other Equitax NZ customers usa their
credit reparting service, Equilax NZ may give my information to those customers

S 0 428 14 SESE M5V 10 338N 5 14 CEABANIS 8280 BB
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. .
Once you have signed the form click .

The authorised officer processing your check will review your application to verify your identity
documents and application details to confirm they have all the required information to submit your
check for processing.

Please check your email regularly for further information and updates as the authorised officer
processing your check will send you an email if any information is missing or requires clarification.

fitwork - -

Help

Completed The Application

Thank you for completing your fit2work application.

The authorised officer processing your check will review your application to verify your identity documents and application details to confirm your information is correct.

Please check your email regularly for further information and updates. The authorised officer processing your check will send you an email If any information is missing or requires dlarification
For further updates, please visit your fit2work account.
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