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Managing your Check
Applications

This guide looks at how to manage checks that have yet to be submitted for processing, this could be
because they are yet to be submitted to the candidate to complete their online consent form or when
the check application is still being drafted (AO has clicked save, to finish the application at a later
stage).

Tracking Check Progress

Let’s start by looking at the check tabs in the fit2work portal; these indicate what stage of the process
a check application is currently in. From the fit2work dashboard homepage you will see that checks
are split into the following categories:

ol Recently Performed = Shared Badge + Completed Online Form i More Information Required *® Incomplete Z Online Form Awaiting Completion Future |

This table indicates what stage the checks within that tab are currently in and what actions can be
completed by an Authorised Officer as a result.

Description

Action Menu

Recently
Performed

The Recently Performed tab
shows a list of all the checks
which have been recently
performed. This includes the
Applicant Name with the
Check Reference Number, the
Submission Date, the Status
and the Authorised Officer
Account it was created under.

Once the check has been performed the

application can be archived. By clicking the
archive icon a message will appear asking
you if you want to confirm this action.

To access archived information you search for
it via the ‘Search’ tab.

Note: all checks are automatically archived
after 28 dates. Archive time can be
customised.

Shared Badges

These are checks that have an
outcome based on the
verification results held on the
fit2work database in
accordance with the badge
held by the candidate.

There are no actions available for AOs other
than clicking the candidate name to view their
personal details, clicking the checks to view
the results.

Completed
Online Form

When an applicant has been
sent an invitation to complete a
check, and they have
successfully submitted it, the
check will be placed in the
Completed Online Form tab.

These checks are ready to be reviewed - to
verify that the candidate has supplied all the
information accurately and in a compliant
manner - by a fit2work operative (managed
accounts) or an Authorised officer within your
Organisation that has the appropriate access
levels (for unmanaged accounts).
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More
Information
Required

There are two sections within
this tab.

More Information Requested
These are checks that
applicants have completed and
have been reviewed by
fitzwork or AOs; however,
more information is required
from the applicant to submit
the check for processing
hence fit2work or the AO have
requested these additional
details or documents from the
applicant

More Information Provided
This section holds the checks
where applicants have
resubmitted their application
with the additional details or
documents that were
requested of them. These
applications will need a final
review by fit2work or your
Organisation AOs before being
submitted for processing.

More Information Requested

For the checks that require more information,
you can delete the check, edit the check and
also send a reminder to the candidate to
provide the additional required information.

More Information Provided

For the checks where more details have been
provided you can click the pencil icon to
complete the check and submit for
processing.

Incomplete

These are checks that have
been created but have yet to
be sent to the applicant or are
in draft.

Note: Checks that have been
created by clicking the ‘The
applicant has completed a
hand-written consent form.” will
appear in this folder.

Here you can delete the draft check or click
the edit icon to complete the application.

Online Form
Awaiting
Completion

These are the checks that
have been sent out via email
invitations and are awaiting
completion from the applicant.

Here you can delete the check or send the
candidate a reminder email to log into the
applicant portal to complete their application.

Future Dated
(self-managed
accounts only)

If your organisation has this
function enabled on their
account, all the checks that
have been future dated will be
shown in this tab. Enabling
Future Dates means that you
can complete your review of
applications and instead of
submitting it then, you can
choose to input a future date
that these checks will be
submitted for processing.
These could be renewal
checks.

As an Authorised Officer, you have the option
of viewing the details of the check by clicking
the View button.
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The applicant’s checks are displayed as a group linked to the applicant, so when an application is
made up of multiple checks they may be at various stages of completion. This will mean that the
application may appear in multiple check tabs.

Example: In the screenshot below, there is an application where three checks were ordered for one
candidate, two have been completed and have a Match or No match found status. The Directorship
Check requires further information from the candidate in order to be processed:

1360019) &2 (2R eronze] MERCURY GROUP OF COMPANIES PTY  07/09/201] New Zealand Directorship{Ms formation Required) Juemv,nmm =

D New Zealand Bankruptcy:(Match Found)

New Zealand Banned & Disqualified:{No Match Found)
4

New Zealand Directorship:(More Information Required) ¥
New Zealand Bankruptcy:(Match Found)
New Zealand Banned & Disqualified:(No Match Found)

Checking Application Details

You can check the details of an application simply by clicking on the applicant name and application
number. You can also use the search bar to locate an application using the fit2work reference number
or the applicant’s name.
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A pop-up window will appear that is made up of three tabs.

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.



Persons Details: This give the basic details for the candidate; the details of any checks requested
any ID or consent that has been uploaded:

EEEmall Comespondende

& Person Details 1 @ Timelne

Basic Detail

Given Name linodh
Middle Name

Family Name o

Date of Birth 1171111982
Wirth Country Afghanistan
Email linodh.aws@gmail.com
Mabile phone 12321323
Current Residential Address
Unit Number

Street Number 218

Gender Male

Street Marrickville Road

Timeline: This is a log on any application activity, including system, AO, fit2work team actions or

activity from the Candidate:

View

& Person Details @ Timeline

Updated status

Applicant completed the form

@  Anion B completed the appication
r

=Email Correspondence

! System updated status to Unlimited Right To Work

12:25:09 AM B Updated status

Tue 17-Aprik-2018 - System updated status to No Match Found

B 12:25:09 AM
Tue 17-April-2018

Submitted the check

2:25:09 PM E
B support mercury submitted the application

Mon 16-4pri-2018

Fy 22224 PM

Man 16-4p:

Invited applicant to complete the form

B support mercury sent email invite

2:09:11 PM
Man 16-Apri-2018 =

Email Correspondence: This is a log of any email communication to the candidate sent from the

fit2work system:

& Person Detalls  © Timeline

Sent
Date Sent From Subject

16/042018  support  New Employees -

20911PM  mercury  police check

memail Correspondence

Message
Dear Antony B,

Fit2work requires you to fillin the fit2work online background check consent form by clicking on the link below and following the online instructions.

te the consent form. please
s://demo fit2work.com.au/Member,

he link below o copy and paste it in your browse.

Before you start: PLEASE ENSURE YOU HAVE PREPARED CERTIFIED COPIES OF 100 POINTS OF ID

Certified 1D s & photocopy of your 1D signed. dated & declared it 'a true & accurate record of the original document by an authorised person.
An authorised person includes a police officer, teacher, nurse. pharmacist and some other specialists. Please see your Fitzwork email attachment from Fitzwork for
alist of ‘Authorised persons.

Please note: if your name is incomplete or cannot be changed in the anline form, please emailFit2work at: support@fit2work.com.au and we will ensure your details
are correct before your check is processed.

If you have any questions in regards to your Background Check. please contact Fitzwork on: 1300 575 575.

Kind Regards,

Fitzwork com.au

You already have an account with us.

Your username is: abenito@mercury.com.au
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Setting a Reminder Date for Re-Checking

fitzwork can send you an email reminder of a police check that your organisation may deem to require
a renewal in accordance with your HR policies. This way you can keep track of checks conducted and
their intended renewal dates.

1. Click on the name of the applicant you wish to set the reminder for in any of the tabs, and a
window will open with all the information that has thus far been entered into the application.

2. Click the ‘Reminder Date’ field under Office Use. A calendar will appear; select the date for
the reminder. The date will appear in the Reminder Date box.

3. Click on the Save button and this will save any changes made.

4.The reminder email will be sent to you one month in advance of the reminder date to alert
you that actions are required for this check.

& Person Deails Tmeline  EEmail Correspandence
Basic Detail
Given Name Lavanya

Middle Name

Family Name Rauru
Date of Birth 017011985 Gender Female
Birth Country Andorra

Email
Mabile phone

Current Residential Address

Unit Number

Street Number 118 Street P Sreer

State W Postcode 2000
Lived at this addresssince  01/01/2010

Office Use

Work Graup Please Select - Employee Number

Check Type Please Select - Reminder Date Bt

nternal Comment

Consent Form

When you go to process the reminder check you must obtain new consent from the applicant to do
so. The applicant must complete a new fit2work Police Check Consent Form or online application to
provide their consent.

Send Email Reminder to Applicant to Complete a Check

For applicants who have been sent an online invitation to complete a check, an email reminder can be
sent via your fit2work portal.

1. Click the Online Form Awaiting Completion tab at the top of the Home Page.

2. Alist of all checks that applicants have not submitted will come up. Find the applicant you would
like to send a reminder email to and click on the envelope icon located to the right-hand side of the
screen under the Action column.

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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3. The system will then send out a reminder email containing the fit2work link to the applicant who is
yet to complete their application.

4. Send Reminders to Filtered List: This button can be clicked to send reminder emails to all
applicants whose checks are awaiting completion. Alternatively, you can select specific groups of
checks to send reminder emails for, by clicking on the Advanced Search button and applying the
relevant filters.

wRecendy Performed [ Shared Badge v Completed Online Form & Mare Informavien Require x = Oriline Farm Awsiting Completion

+ A

Send Remingers to Fkered List Export Al Dava 19 Exce
Name Submission Date Status. Email Address. Account

040712018 to Complete) reury.cor Sam Baras

525 = [ENIERGNEE) 2810812018
& 14/0812018

support mercury

Automated - Reminders for applicants to complete checks

Should you or your organisation prefer automated reminders, fit2work can send reminders to all
applicants whose checks are not finalised at a frequency nominated by you.

This will apply to all unfinished checks within the account within the Online Form Awaiting Completion

tab. Please speak to our support team or contact your Account Manager to activate Automated
Reminders.

Completing Incomplete Checks

If you wish to save an application to complete later, you can click at any stage of the
application process, this will save the details entered on the application and you can choose to
continue working on the application or exit out of the fit2work portal.

v Completed Online Form & More Information Required % Incomplete Online Form Awaiting Completion uture Dated

Name. Submission Date Status Account Action

Kate Aries (1340632) 02407/2018

WorkiNat Submitted) Katharine Aries ) (”
Federal Police Checki(Not Submitted)

Test Testington (1340631) 6300772018 Entitlement To ¥

ANot Submitted) Katharine Aries B s

Federal Polica Check:(Not Submitted)

% Incomplete

Once saved, the incomplete check will appear under the tab. To resume with submitting

the check you can click the icon found on the right-hand side of the screen in the action options.
i}

If you no longer wish to proceed with the check, you can press the icon and this will remove the

application from the system.
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Verifying Candidate Information and Submitting Checks

If you manage the check applications in-house (Self-managed account) once the candidate has
completed their application online, the check will move into the Completed Online Form tab where you
can view and verify the information they have provided and submit the check.

Note: Managing checks in-house means the fit2work team do not verify and submit checks on your
behalf, once the candidate has provided the necessary ID and consent. If you would like to discuss
fit2work verifying and submitting your checks, please contact your Account Manager.

You may also receive an email notification once the check is ready to be verified (i.e. the candidate
has completed their check online) — this is a function that is set up during account creation. If you do
not receive these notifications but would like to, contact your Account Manager.

To verify and check the application click the Complete icon “located on the right-hand side of the
screen under the Action column. You will then be directed to the application page.

o Recently Performed. R Shared v Completed Onkine Form

Email Address

NN

Showing 1 10 10 of S0 entries

It is the Authorised Officer’s responsibility to ensure the correct information has been entered for
applicants and that the ID provided meets processing requirements.

If the applicant is missing information, you can use the More Information Required function at the
bottom of the page to send the applicant an email request for further information or documentation.

i More Information Required B save and Exit

Once this option is actioned, the check will be moved to “More Information Required” tab.
Once you are ready to process the check, select the Next icon.

You will then be directed to the review page. Before submitting the applicant’s check please ensure all
the correct information has been entered for the applicant. Checks that have been submitted with
incorrect information will need to be submitted again and your organisation will be charged
the full amount for the additional check.

After reviewing the information, you can select the Save and Exit icon to save the application or click
the Submit Check icon to send the check for processing.
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