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Peace Office Background Investigation Tracking System

POBITS assists public and private sector agencies in tracking the progress of background investigations performed on candidates for employment positions requiring higher standards of personal character and integrity.
POBITS is particularly well suited for agencies that hire sworn peace officers, but can be useful to any organization or agency where numerous candidates are simultanecusly processed through a comprehensive background
investigation. The background process is modeled after the State of California Peace Officer Standards & Training (POST) publication: Background Investigation Manual: Guidelines for the Investigator, published June 2006.
This publication provided the content of the Personal History Statement and various reference questionnaires and helped establish the organization of information. This reference was chosen largely because it is the most
comprehensive resource available. While the California POST publication is directed to the State of California, we believe it is an excellent resource for any organization in any state and we have been diligent to eliminate bias
toward the State of California. The development team also collabarated with other public and private sector background investigation organizations to determine software reguirements and optimal usability.

POBITS' primary goal is to provide an organized and effective tool to maximize the investigator's ability to manage any number of background investigations simultaneously. The secondary goal is to maximize electronic
communication between all investigation participants and reduce the use of paper data collection and storage, which is more prone to error and mismanagement. Precaution was taken to not impose a process that promotes
electronic communication over face-face or telephone interviews. No system can replace the Investigator's good interviewing technigue for acquiring in-depth information. But as information is gathered, regardless of how it is
obtained, POBITS provides the perfect mechanism for storage and organization.

What POBITS is

POBITS is an information tracking and management system. It organizes information submitted by a3 number of participants in the background investigation process and provides management with a perspective of work in
progress and work accomplished. It produces reports and provides at-a-glance information on prospective candidates. It provides management with a perspective on the status of any single case, a particular Investigator's
caseload, or all cases within an area of responsibility.

What POBITS isn't

POBITS is not an automated background investigation tool. POBITS does not make any determinations about a Candidate's suitability nor does it automatically acquire any information regarding the Candidate other than
directly through people who provide it. POBITS does not automate the background investigation process other than creating a highly efficient mechanism to acquire information from Candidates and References, which is a
primary strength of the application and a feature that revolutionizes the background investigation process.

GUARDIAN EXHIBIT 1004
Guardian Alliance Technologies, Inc. v. Miller
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POBITS is a database application for managing all aspects of a background investigation for a law enforcement position, and for managing many background investigations simultaneously. But it's way more than that. POBITS
dramatically changes the process and drastically reduces the effort required by the Investigator. Because POBITS is web-based, all participants in the investigation can use the system to contribute to the process. This can
greatly expedite the communications between the investigator and other participants.

For example, the Investigator enters a Candidate's basic information into POBITS such as Mame and Email Address, then opens a Personal History Statement for the Candidate to complete on-line. The Investigator then
invites the Candidate to the POBITS system. This is a simple mouse-click action that creates user credentials and sends an email to the Candidate. The Candidate then uses POBITS to update their personal information and
complete their Personal History Statement. COnce complete, they submit the form electronically. Once submitted, the Investigator is notified and is able to review the information provided by the Candidate. At this point, the
Investigator begins the "footwork”, of contacting all of the Candidate's provided references.

This is simplified by POBITS in the same manner. The Investigator can "invite" a reference to use the system and complete a guestionnaire regarding the candidate. Throughout the process, the Investigator is aware of who
they are waiting on for information and is notified when information is submitted to the system. When forms and questionnaires are submitted, the Investigator is notified via email by POBITS and by alerts within the system.

When completing their on-line information, the Candidate can download a consent release form, sign it and notarize it, and upload it to the system. This completed form is presented to all persons who complete on-line
guestionnaires within the system.

&n investigative area, for example, Education, has a number of investigative items, for example, Schools Attended. For each investigative item, the Investigator is able to enter investigative notes and optionally flag the item
as being noteworthy to the investigation {red flag). For each investigative area (Personal, Financial, Education, etc.) the Investigator enters a narrative summary which collectively provide the entire narrative summary of the
investigation.

The Investigator can generate a number of standard forms and releases for the candidate as well as reports such as a Narrative Summary, Contact with Relatives and References, and many others. There are also several
reports that quantify investigative actions and results both organizationally and on the Investigator level. This provides management with real-time insight into the progress of background investigations under their purview.
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There are many obvious benefits to this concept. First and foremost is that it reduces the level of effort required of the background investigator while improving the process, organization, and managerial visibility. Second is
that it imposes rigor into the background investigation process. This rigor includes:

Information Organization

The background investigation process involves the collection of a great deal of information which is compounded by every investigation. Having more than a couple of ongoing investigations at once is a strain on even a well-
organized investigator. Having an organized and well-structured environment ensures good organization and instant accessibility. For example, it is impossible for two investigators to organize their case files differently and
organization concepts do not have to be learned; they are imposed.

Continuity of Operations

Some departments may have a staff dedicated to the background investigation process. For others, it may be a collateral duty for one or more officers or employees. Either way, POBITS provides a measurable benefit by
standardizing how information is stored making it possible for any investigator to instantly determine the status of any investigation or any element of a particular investigation.

Process Standardization

POBITS establishes an organizational structure for investigative information. Whether you are the only Investigator or you work as part of a team of Investigators, this will provide consistency and organization to your
investigative work.

Paperless Process

POBITS enables your organization to minimize paper products to the greatest extent possible.
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Given the general reguirements of a background investigation, it is not conceivable that the entire investigation can be committed entirely to an electronic system, and we don't intend for POBITS to do so. Ultimately, the
Inwvestigator must compile all investigative documents into a case file which must be preserved for a very long time. For many law enforcement positions, the background investigation report must be retained beyond the
employment of the Peace Officer. Information systems come and go and may be adopted or abandoned at any time. For these reasons, we promote POBITS as a tool to help the investigator manage the investigation process
and produce a case file for review. All of the information contained in POBITS can remain there for as long as the system remains in place. But we suggest that the POBITS output which represents the investigation case file
be generated into paper format and preserved.

We have designed POBITS as a tool to help the Investigator in the background investigation process, Once the process is completed, POBITS can generate documentation based on the information in the system. Each
investigation case file in POBITS can have any number of documents attached. The documents can be anything that can be saved electronically. We envision documents will be scanned to 2 PDF format for inclusion to the
case file. There may be some records that must be retained in original format. As stated, we anticipate that you will maintain physical records but many of those can be retained in POBITS either as data or as electronic files
attached to the case record.

More important is your ability to manage the workload and measure your results. Because your work is being managed within a single system, a wealth of information can be derived about the work in progress or the
completed work. This provides a greater ability to coordinate and manage work as well as to determine how much work has been accomplished over a given period of time. This in turn can help you to determine staffing
needs and adjust resources accordingly.
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POBITS dramatically changes the way investigations are completed by creating a central information system where Investigators, Candidates, and their References all contribute to the process. Naturally, each participant is
only able to view, enter, edit, or delete information appropriate for their role. For example, the Candidate will complete their Personal History Statement directly in POBITS. The investigator can view all of the information
provided by the Candidate but cannot change it. The only exceptions are personal contact information so the investigator can update it if this becomes necessary in the course of the investigation. References have an
extremely limited view - they can complete one guestionnaire specifically for them, and that's all.

In the conduct of an investigation, the Investigator my issue system access to a number of individuals. We've made this a simple mouse-click operation. In doing so, it gives the Investigator the ability to control system access
without any need to consider access rights and privileges, and no ability to make a mistake that may jeopardize system integrity. As an Investigator, you will discover data that you have no ability to manipulate. This is by
design. The Investigator cannot alter the responses provided by the Candidate and should not be able to. Mor can the Investigator add information that should be provided by the Candidate. Because of these controls, you
can be assured that all information has been entered and updated only by the very individuals who can be held accountable for the accuracy and integrity of the information.

Should you discover that a Candidate has not provided complete information, simply re-invite the Candidate to the system with directions on what information is needed. Each time the Candidate access the on-line form, they
are required to certify that all information contained in the record is complete and accurate.
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POBITS dramatically changes the way investigations are completed by creating a central information system where Investigators, Candidates, and their References all contribute to the process. Naturally, each participant is
only able to view, enter, edit, or delete information appropriate for their role. For example, the Candidate will complete their Personal History Statement directly in POBITS. The investigator can view all of the information
provided by the Candidate but cannot change it. The only exceptions are personal contact information so the investigator can update it if this becomes necessary in the course of the investigation. References have an
extremely limited view - they can complete one guestionnaire specifically for them, and that's all.

In the conduct of an investigation, the Investigator my issue system access to a number of individuals. We've made this a simple mouse-click operation. In doing so, it gives the Investigator the ability to control system access
without any need to consider access rights and privileges, and no ability to make a mistake that may jeopardize system integrity. As an Investigator, you will discover data that you have no ability to manipulate. This is by
design. The Investigator cannot alter the responses provided by the Candidate and should not be able to. Mor can the Investigator add information that should be provided by the Candidate. Because of these controls, you
can be assured that all information has been entered and updated only by the very individuals who can be held accountable for the accuracy and integrity of the information.

should you discover that a Candidate has not provided complete information, simply re-invite the Candidate to the system with directions on what information is needed. Each time the Candidate access the on-line form, they
are required to certify that all information contained in the record is complete and accurate,
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POBITS is provided under the "Software as a Service" model, commonly referred to as 5aas in the industry. POBITS is a Web-based system and is hosted and serviced by Essential Software Development, LLC. All POBITS
users access POBITS using their web browser, and just about any web browser will work, POBITS is regularly tested in Internet Explorer, Firefox, and Google Chrome. Mo special settings or plug-ins are required.

Why Software as a Service?

Because it's better for both of us. In this model, you do not acquire anything. You receive a service which is the use of the software somewhat like a subscription. You do not make a financial investment in software or
hardware. If the service is no longer needed for any reason, you simply stop using it and stop subscribing. If someone comes along with a better service, you can switch. You do not have to involve local IT resources with any
aspect of system setup, use, operation, or maintenance. We support and service a single installation of our product and do not have to concern ourselves with any special circumstances within your computing environment.
System updates and modifications are made with no customer involvement, This is considerably more economical and enables us to provide the service at the lowest possible cost. Lastly, it's easier for us to sell and for you to
buy. The approval and budgeting process to procure technology in any well-managed organization is a considerable effort. Acquiring technology typically requires a lot of money and a lot of approvals, On the other hand,
acquiring a service does not. The procurement of the service is most likely within the budget authority of the manager who requires it. Further, the service is severable, meaning that you can discontinue its use at will. This is
the most efficient and economical way to provide this software to you and observers of the software industry will note a strong trend toward providing software as a service.

Why a Web-based Application

lsing web architecture is what allows us to change the game. Making POBITS web-based allows us to extend the application to all participants in the investigative process. Now Investigators, Candidates, References,
Landlords, past Employers, and departmental managers can all use this single system in 2 manner appropriate for their role in the process. There is simply no more efficient way to accomplish the background investigation
process, It's significant to note that the federal government employs a system that is similar in architecture to perform background investigations for personal security clearances. Similarly, all personal information is entered
directly by the candidate and used by the background investigator to complete the elements of the investigation.
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B Welcome and Introduction You may be reading this manual as a PDF document or as HTML within your web browser. Either way, the content is the same. In creating POBITS, we have created an information system well conformed to your business
[ Introduction process and you should recognize the terms used throughout the application. We assume you know how to use a computer application. If we have done our job well, you should never need to consult the documentation to
B Concept of Operation accomplish a task. We did not create this documentation to provided step-by-step procedures for performing each task. If you understand the concept behind the software, and can navigate a computer application, you

should have no difficulty getting your work done in POBITS. This documentation was written to help you understand the concepts and business rules that drive the application rather than to provide detailed job aids. If you

B System Benefits read anything in this documentation, you should read the Concept of Operation topic.

2 Electronic vs Paper
B Information Integrity and Data Ownership
= Information Security
B System Architecture
B
[ Learning to Use POBITS
(2 Useful Concepts
1§ Investigator Roles
& Managing Candidates
& Managing Cases
& Managing Organizational Information
[#1§2 Help and Support

The best way to learn is to use. Most users will become familiar with POBITS in a very short time.

£ 2010 Exzmnltisl Softvears Develooment, LLC
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Within POBITS you will find links to help and training in the Main Menu. These links will take you to this manual and to other resources such as the User's Forum. The User's Forum is a typical forum system where members
can post and respond to comments from other users. This forum is monitored by our support staff and your posts will usually be responded to by them. This is an excellent resource for searching for topics that may have
already been asked and answered, especially if you are working in the off hours and you have a question or seek advice.

There are also a number of short training videos designed to give users a guick introduction to the system and specific guidance on performing certain tasks. This is an excellent resource for persons new fo the background
investigation process or to POBITS.

On various screen forms, field level help is provided via mouse-over help icons. When you seen the help symbol & next to a data field, just hover the mouse over it to see a short description of the purpose of the field.
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Marrative vs. Comment

POBITS gives the Investigator a tool to track all notes, thoughts, findings, observations, status, and narrative comments on all aspects of the background investigation. There is a basic structure to all of this information. Each
Investigative area (for example, Education) has a section for Investigator's Marrative. At this level, all aspects of the investigative area are summarized in narrative form. These narratives collectively become the investigator’s
narrative report which POBITS assembles.

Within the investigative area are items (for example, a college). In this example, the Candidate will enter all colleges attended and the investigator can review each and make a specific comment and optionally check a Red
Flag. Investigator's comments and Red Flags are internal notes and serve to remind the investigator of issues that have been identified, or actions taken.

For example, while investigating a prior residence, the Investigator learns from the Landlord that police were called to the residence on one occasion, yet the Candidate has made no disclosure of the incident, For the
Investigator's Comments, the Investigator can make a note of this and check the Red Flag. Checking the Red Flag makes this comment more visible and searchable. This would ultimately be one investigative item as part of
the entire Residence investigative area.

Multiple Personal History Statements

It is important to understand that a Candidate is an entity that may have any number of Personal History Statements. This will help you understand why these items are laid out as they are. You can use this concept as you
see fit. We know that some organizations require a new Personal History Statement for each application, and others my not. The candidate will always see whichever Personal History Statement is "Open”, and only one can
be open when a Candidate is invited.



INTERNET ARCHIVE |http:f.*m'm.esdevllﬂ.cGma'pnbitsfhelpfindex.h:ml

"H] H“ﬂfhmmllﬂﬂ 1 capture

1 Feb 2011

POBITS User's Manual and Technical Reference B e o Uil

Investigator Roles @e
Contents | Index | Search

[F&2 Welcome and Introduction All system users in your organization are Investigators but each has a different role. Every Candidate is assigned to an Investigator and an Investigator can be one of three types:
ElVElInvestigator Role

*  Manager;
g Manager Investigator; or
||'|_"~"35t|93t‘3r +  Viewer (Candidates cannot be assigned to Viewers)
B Viewer

Other Roles
=12 Application Basics
2§ Managing Candidates
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Manager @6

& Manager is an Investigator with the ability to create Managers, Investigators, or Viewers within your organization. They can view all Candidates in the system and view reports that reflect all organizational information. They
can monitor the progress of all Investigations or just those assigned to them. If yvou have only one Investigator in your organization they must be a Manager.

If you want all Investigators to have the Manager role, that's fine and may be more conducive to an organization where multiple Investigators may work on multiple cases with minimum "ownership" of the case by the
Inwvestigator.
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& Welcome and Introduction Viewers are Investigators with view-only privileges. In the real world they are not really Investigators. You will probably assign this role to departmental managers who simply need access to the investigative records and
Bl Investigator Roles reports. Viewers can access all Candidate records and view reports for all cases within the organization. There is no information in the system they can change, nor can they add any information. Since no Candidates can be
B M anager assigned to them, their menu system has fewer options than other Investigators,
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[# &2 Welcome and Introduction Besides Investigators and Candidates, there are 5 other user roles in POBITS that are referred to as "Relatives and References” within the Personal History Statement. They are:
EI Investigator Roles . | B Aerence
Ei Manager s paERE
B Investigator i
: = Sibling
2 Viewer *  Secondary Reference
E}Other Role i L
=& Application Basics »  eghia
=G M anaging Candidates In addition to these roles, there are three other roles of users who will potentially complete candidate questionnaires. They are:
@ Managing Cases - Employer
e Managing Organizational Information «  Landlord

& Help and Support »  Other Law Enforcement Agency

T 2040 Emeritial Scitware Development, LLC The users in these roles are all references of some kind that will be provided by the Candidate but each is different and sach enters the system with a slightly different visual perspective. For example, when a Landlord enters

the system they are presented with a Landlord questionnaire and an Employer is presented with an employer questionnaire. The difference between a Parent and a Sibling is minor but is provided to support some minor
differences in the information gathered on the Personal History Statement.

Mote that when a Candidate lists another law enforcement agency to which they have applied, you can invite a representative from that agency to complete a questionnaire. This questicnnaire only asks basic information and
does not solicit gualitative responses.

15
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Web-based application have come a long way and now share many similarities with conventional deskiop applications. POBITS was designed using modern web architecture techniques and the provides a very robust and
feature rich user experience but a few minor difference should be understood:

1. When you open a record or select a menu item, it will be presented in a new &b on the application screen. You may open as many tabs as you like. Once the number of tabs exceeds the display width of your screen, the
tabs will scroll. Most users will not want or need that many tabs open at any given time.

2. Once you are working within a tab, for example on a list of candidates, your work remains within that tab. So when you select an item on the list, you will be presented with a form for the object selected which replaces the
list. When you close the form, the list will be returned to view. Think of this a drilling down in a tree structure similar to navigating a computer file system with many levels of depth. Some areas within POBITS can present
many layers of depth to access a particular object. But as you drill down, you remain within the tab where you started. You can always close the tab but doing so will not require you to save any changes you made along
the way. In general, POBITS will look after things and ensure that changed records are saved has you navigate about the system.

3. Most lists include a Save icon and a Print icon at the top right cormer. The Save icon will export the list to a .csv file and load it into MS Excel, presuming it is installed on the desktop. The Print icon will display the list in a
basic HTML table on a new web page. This is also printable but printing structured web pages may have unpredictable results.

4. When your cursor tums to a finger pointer, you can select a screen item. In a list, this will open the item. In some instances, the list will include functions that pertain to the list item you select, such as Print, to print the
item. Items in a list that include an icon will execute the described function rather than open the object. The Print option is a good example.

5. Like just about any web based application, you will be automatically logged out after a period of inactivity.

6. A web application has no way of knowing your screen size or resolution. Generally, the application will maximize itself and use all available screen space as needed. Your screen size and resolution can dramatically impact

usability. Bigger is beftter. It is recommended that you apply the highest resolution available unless you have vision impairments and require the largest possible screen fonts, POBITS will display particularly well on wide
SCcreen monitors.

7. Network and server use can cause delays. We regularly monitor server use and capacity but there are times when either the server or the network has more demands than can be handled resulting in some delays in
executing your actions.
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@ Welcome and Introduction
El{ Investigator Roles

When you login to POBITS your dashboard is displayed. Your dashboard presents the information that is most useful to vou depending on your role. The Dashboard is always in view and if it does not present current
information for any reason, select the Dashboard item in the main menu will refresh the screen with the most current information. This will reset the entire screen to the login view and will close all other open tabs.
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El ) Application Basics i « | £ Dashboard '
[2 Web Application Basics &t Dashsoard T e
ElYour Dashboard s Sy s o
@ @ ThE Main _MEHU j j Hu:?:::’ H B Daniel lames Fasaday hctive 0129110 1258 o PHS &
2@ Monsging Cases sGom | ]88 s e S
: — : S Dindrienten Canconen B B Linds Rubl Gonzalez Active 1213009 D844 3 FHS =
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&[] Manager Toolks ¥ ¢ T 53 PH B3
[E2 Help and Support (] Help and Supgort B S EFestherweisht Actve 08729109 17:09 5 PHS o
& 2010 Ezzentiad Softvwars Develooment, LLC ﬂ*Lngmﬂ: 1 4 Pagel of4 B Ml 1=-50f 17
[ My Alerts NI
DatelTime Sender Action Regardng Read
12115108 14:06 Henry Ford & Cantidate has tean Assigned (o you. Johnery B Goode B2 X [ Mark sz R...
AZH09 17:10 Henry Ford A Canditate has been Assigned 1o you. Howard H Howardson = ¥ [Euerkask...
DE20/058 1709 Henry Ford A Candidste has been Assigned o you. B Feathara sight &3 x [E] Mark sz ...
1 4 Pagell ofl # &l 1-3of3
|| People T Am Waiting On M
Due Date Sitant Date Candidate Responding Person tem [Reation Type
0210810 0123010 Daniel James Faraday Danial James Faraday Personal History Stetement  Candidabe R X
020810 izano Daniel James Faraday Daniel James Faraday Perscnal History Statement  Candadate B X
01/0aM0 1272500 Danial James Faraday Oanial James Faraday Personal History Statemernt  Candidate B X
12722008 1212008 Danial James Faraday Danial James Faraday Perscnal History Statement  Candidate Bl X
1272205 122008 Danie! James Faraday Danlel James Faraday Personal History Statement  Candidate Bl X
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The top list displays your most recently update Candidates. Whenever any aspect of a Candidate or their Personal History Statement is changed, the Candidate gets promoted to the top of this list.

The middle pane is your Alerts, Alerts are generated by the system to inform the Investigator of record activity, For example, when a Candidate submits a Personal History Statement, or when a reference submits a

Investigator's Dashboard
The Dashboard has two panes. The left-hand pane is the menu system which is always visible, but it can be "parked” out of view if desired. The right-hand pane has three lists.

questionnaire. Unread items will be highlighted in red and can be deleted by the Investigator if desired.

The bottom list displays person that you are waiting on to provide information related to any case. When due date is exceeded, the item will be highlighted in red.
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Contents | Index | Szarch |
[#&2 Welcome and Introduction {| The configuration of your main menu will vary depending on your role. In general, the main menu area contains menu items for "My Records” or "Departmental Records” or both, depending on the user role. When selected,
=L Investigator Roles most menu items will spawn a new tab within the POBITS window which can be closed when finished. It makes no difference how many of these tabs you may have open at any given time, but most users will choose to keep
E Manager them to a minimum for easier navigation and organization. It is also possible that changes made while working on one tab may impact the information presented on another tab causing two presentations to be "out of
B Investioator synch”. Since POBITS is 2 web based application, it is dependent on "requests” to the central server. This is just something the user should be aware of when using this or any web-based application with this level of
@ Viewerg sophistication.

The various functions under the main menu are not detailed here. They are also subject to change and reorganization when the software is updated or modified. But suffice to say that the main menu is where all primary

(= Other Roles software function begin. There are also smaller menus built into some forms that are detailed in specific topics throughout the POBITS help/manual.

El ) Application Basics
[2 Web Application Basics
B Your Dashboard
B
& Managing Candidates
& Managing Cases
1§ Managing Organizational Information
&2 Help and Support
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Understanding the structure of the POBITS system will help you navigate and understand the system more completely. The most fundamental concept you should understand is that Candidates and Personal History
Statements are distinct from one another.

POBITS allows each Candidate to hawve any number of associated Personal History Statements. While most Candidates will likely apply for a single position and complete a single Personal History Statement, the business
process allows for a Candidate applying for multiple positions and possibly completing 2 Personal History Statement for each application. You have the option of creating a new Personal History Statement for the Candidate to
complete, or inviting the Candidate to the system to update an existing Personal History Statement. But the Personal History Statement is specific to a job being applied to.

When a new Personal History Statement is started, the Candidate will have to enter all information again from scratch; there is no capability to duplicated an existing Personal History Statement for modification. This is a
feature we may be able to accommodate in the future. But we made it for you, not for them.

When you view Candidate information, you can view and update all of the Candidate's persenal and current contact information. You can also see a list of Personal History Statements completed by the candidate. The
Personal History Statement is the investigation, which in POBITS is also referred to as a Case. All investigative work occurs within the Case.

Each candidate is assigned to an Investigator and you can think of the Investigator as the "owner" of the Candidate's record which includes any and all Personal History Statements provided by the Candidate. The Candidate
can be reassigned to any other Investigator or can be "Shared" allowing any other Investigator to update the record while retaining ownership by the Investigator.

The graphic below provides a depiction of this data organization.

-- Personal Data Tr—
=  Journal

HI CANDIDATE  Notes

Access Log

. PERSONAL HISTORY STATEMENT
Police Officer

*~  PERSONAL HISTORY STATEMENT
Public Safety Dispatcher

- PERSONAL HISTORY STATEMENT
;‘ Probation Officer

Candidate Data Record Hirearchy
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'| Navigation: Managing Candidates > - i
Personal Information @6 |

Certain Candidate information is stored at Candidate level. This is personal and other information specific to the candidate, that should be current at all times. This includes all current contact details, notes, the automated
Journal maintained by POBITS, the Candidate's access log, and all of the Candidate’s Personal History Statements.

There are two action buttons on the Candidate record form; Invite and Revoke. Use Invite to automatically send the Candidate an email with logon credentials. This will provide access for a period of ten days. Use Revoke to
revoke the Candidate's access to POBITS.

- Candidate af) 4] ‘
|
& Save @ Close | g Imvite | o Revoke

u!; Personal Information || (2] Personal Hstory Statements j tiotes || [l Journal || [ Accesslog

Daniel James Faraday

T
Date Created: ] ] =
Last Update: 20710 10:08 9

Last Update By: | Henry Ford

1
=l

Access
Through:

Status: ACtive 25| 08/3 L3:43 I
Investigator™ | Roger Wikco ht
Group Name: 2009-10 bRt
Shared: [ &

= Hame & Photo
First Hame:" Daniel Photo:
Middle Hame: | James
Last Mame:"® Faraday

Other Hames: | Danny Boy Faraday

EBER e

Candidate Personal Information
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Navigation: Managing Candidatss >
Deleting a Candidate @6

We have opted not to provide the ability to delete a Candidate. Even if a case is opened and then immediately closed for any reason, you can just mark the case as Closed and provide the Disposition Status. Alternatively, you
can change the Candidate's Name. We believe that every case you open is attributable to your overall case metrics and should be accounted for within POBITS.
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[2l Candidate Records
[l Personal Information
[l Deleting a Candidate
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The Personal History Statement form is the most complex form in POBITS because everything on a typical Personal History Statement is mimicked here. Each investigate area is placed on a separate tab which is a logical and
usable presentation. The first tab is the Case Handling tab which provides specific case details. All other tabs relate to spedific subjects on the Personal History Statement.

Besides the normal Save and Close action buttons, the form has four other action buttons and a drop-down list of reports. The four action buttons are:
Contacts; this displays a list of all persons whom you will likely contact in the course of the investigation, conveniently all in one list.

Questionnaires; this displays a list of all Questionnaires completed on the Candidate. Questionnaires are normally completed by a reference directly in POBITS but may also be completed by the Investigator, for example, in
the case of a telephone interview with the Reference.

Red Flags; this displays a single list of all red flags checked by the investigator. This is convenient because the depth of the Personal History Statement can make looking for a previously entered Red Flag a bit of 2 mouse
hunt.

Print PHS; this prints the Personal History Statement as completed by the Candidate. No investigator remarks or notes are included in the printout. This is the same product the Candidate is able to print after completing the
information in POBITS. Note that there are slight variances in the printed PHS from the traditional form. For one thing, this is not a form. It is a printout of completed information. The form is in the computer. So there are no
prompts. Secondly, it is not necessary, or practical to have continuation sheets. That's an issue with paper that we don't have in POBITS.

. Persenal History Statement a|g
Selad operation v b i Save i@ Close B Contacts = Questomnares S RedFlags () Print PHS

2 Finandal || .

ASE J MEOLITVE SLETENAry s labwes ar FErENCES Eduscabon o T, Emplayment r r-
Case Hand wE 5 R red Riaf Exhacath Resd ¥ ot

| Candidate: Daniel James Faraday

» Case Handling

Postion: ™ Polbce Officer o

Case Numbar:  2010-01 LE

Investigator: Roger Wiko

Comgletion: 100%: *

Staga: 4 - Cormphete ol

Disposition: R
Date Opened: | 09/04/09 |

Date Closed: [ @

Case Duration

(Days):

« Record Changes
Last Modified; 12/07/10 1008 G|

Last Modified Henry Ford
By:

Personal History Statement
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Navigation: Managing Candidates > Personal History Statement =

Working with Lists

Lists

Throughout the Personal History Statement, a number of lists are presented. Working with list items is intuitive but here are the spedifics:

Many lists include a + icon at the far left. When you see this, you can click to expand the list item and few a few specific details, usually primary contact information. This may be faster then opening the record from the list,

Click on any of the column values to open the record.

Some column values describe actions like Invite or Print. Action items have an icon associated and will perform the described action as opposed to opening the associated record.

For any list items that represents a person or entity to be contacted, the list items will be highlighted in red if no contact has been made and will be highlighted in green if contact has been made. The is set by the Date

Contacted calendar field on the associated record.

= Siblings

e Candidate provided the following information regarding Siblings:

E=pansion -
taal

_..I-:.I-;d-irlag El:i!uLnn Walue -
Date Contacted Hame chek ta open
ow1amns Zara Faraday

&ction  |———
Colurnn - o 12
Relationship

g - Sister 0 Review & it
Peter Faraday Brather (o Review f Invie
Page 1  of1l 1-2af2
Typical List

In some cases, the Investigator is able to add items to a list. In that case, there will be a button labeled Add at the bottom of the list.
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& Welcome and Introduction The Executive Summary is a large text field for the Investigator to compose the executive summary for the case. Note that while POBITS does not have an internal spell-checking feature for text fields, many browsers such as
[#&2 Investigator Roles {| Firefox and Google Chrome do have built-in spell-checking for text fields. Spell checking in Internet Explorer can be enabled with a simple add-on. Several can be found at this link.

Bl Managing Candidates ST e —— T
[l Candidate Records

B Personal Information

@ Deleting a Candidate : i CaseHanding | T Executive Summary | g Relatves and References || [ Education || fit Resdence || 45 Employment || ¥F Mbtary || @2 Financal || 44

El (1 Personal History Statement _

@ kamg with Lists : Candidate: Daniel James Faraday

ElExecutive Summary] e Sy

I | Exgcutive The apphcant & an unmamed make who resides in a famidy-ovmed home with hs son. The applcant’s claims with respect to his
@ Relatives and References Tab | Surmmany: age, birth date, birth place, citzenship, and abgbity to work in the United State are supported by ndependent documentation

& Education Tab 3 contained in this report.
1§ Residence Tab '
B Employment Tab
2 Military Tab
& Financial Tab
Bl Legal Tab
[ Driving Tab
[E Other Topics Tab
B Exams Tab
= Interviews Tab
B Journal Tab
(2 Attachments Tab
H& Managing Cases
&2 Managing Organizational Information
& Help and Support

=

v 2 (D save © Chose | #8 Contacts T Questonnares | W RedFlags | (=) PrintPHS

& 2010 Exmentisl Sotware Develooment, LLC

PHS Executive Summary Tab
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| Navigation: Managing Candidates > Personal History Statement > Py
Relatives and References Tab @6

Relatives and References is the most lengthy and complex investigative area. It provides lists for all types of references provided by the candidate. References are broken down as follows:

Parents; includes all types of parental relations.

Spouse/Former Spouse/Domestic Partners; includes all types of spousal or pariner relations.

Siblings; includes all types of sibling relations.

Children; includes all types of child relations.

References; includes all non-family references provided by the Candidate. The Candidate is required to enter at least seven.

Secondary References; these references can be provided by any of the primary references. When a primary reference responds to a2 questionnaire, they are encouraged to provide any other useful references. If
the investigator discovers useful secondary references in the course of the investigation, he/she can enter them here,

Like all investigative areas, the top of the tab includes a text area for the Investigator's narrative and a check box to indicate that the investigative area is complete. The narrative section will become part of the narrative
summary that POBITS will generate for this Candidate.

. Personal History Statement -
Select operatior w v B save & Cos= B8 Contacts | 3 Questonnaves B RedFiags | (Ch PrintpHS
Case Handing _"J' Exacufve Siemmary ﬂ:.'- Relatives and References ﬁ Educaton m Resdence = Employmant I"""-- ey '.'-?* Fnancsl || | =

| Candidate: Daniel James Faraday

= | Investigator's Review

Complete: ]
Marrative: No disqualfying information. The applcant enjoys the ful and unreserved support of his parent and stepparent, who describe him

35 8 compassionate, mentaly strong, honest, personable, and thoughtful ndiadual whose nterest in this field dates back to
chidhood. The only criticem of the applcant centers on his tendency to be self-critical and his time management skils with ragard
to his child, The babnce of the appbcant?s references & 3 motture of profiessional acquantances and socil peers, all of whom
recommended him for this position. Several expressed nikizl surprise at his interest in police work, but the applicant &
characterized as someone who &

In the lists below, Green indicates that the reference has been contacted. Red indicates they have not been contacted.

= | Parents

| The Candidate provided the following information regarding Parents:

Parent BEIE
Date Cantacted Hame Relatianshin
= q 05300 Trixie Davs Siep-mother :_"' Review Lo vie
=5 - 08T/ Richard Faraday Fathar (=3 Review i e
= Wiima Harty Mother-in-lnw B3 Review
e Faraday Jane Mother 3 Review g Invite
Foge(l of1 4| 1-4of4

PHS Relatives and References (screen shot truncated)
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Contents | Index | S=arch |
[#§ Welcome and Introduction Parent records display all of the information provided by the Candidate. This iz mostly contact information. The form has an action button at the top labeled Invite. Use this to invite the Parent to complete a questionnaire in
&2 Investigator Roles {| POBITS. Once a questionnaire has been completed, it will appear on the Questionnaire tab of this form. While completing the questionnaire, the Parent has the opportunity to provide secondary references. If any are
E1(1 Managing Candidates {| provided, they will be displayed on the Secondary References tab of this form.

[l Ccandidate Records {| In the Investigator's Notes section, the Investigator can enter the date contacted, their comments for this Parent, and optionally, check the Red Flag checkbox top indicate that this item presents concerns to the investigator.

(5] Personal Information : T o T P

e

Bl Deleting a Candidate

B {1 Personal History Statement M e o | o8 e

@ Wnrkiﬂg W|th LiStS .5; Parent || := Questonnaire a‘ Cecondary References
= '% Executive Summary : ==
N Relatives and References Tab | e T 5
ElParents . Contacted:
Bl Spouses/Former Spouses/Domestic Partners ; Red Flag: £
@ S|b||ng5 | Comment: Certainly had a kot of bad things to say about this candidate.
2 Children

[l Personal References
[E Secondary References

& Education Tab
& Residence Tab
[E Employment Tab
(1 Military Tab ;
2 Financial Tab : @
Bl Legal Tab ' S
= Driving Tab _ - .
[E Other Topics Tab 1 Deceased: ’
El Exams Tab FrstMame: | Trude
El Interviews Tab ; isthis: Do
B Journal Tab '
(B Attachments Tab _ S
& Managing Cases : Phone: 800-555-1212
& Managing Organizational Information Work Phone: | 800-555-1212
@ He|p and Suppgﬁ_ : Cel Phone: 800-555-1212
| Personal Email: | kklosson@earthbnk.net
& 2010 Exsmntial Software Deyelogmeant, LLC Wiork Emal:

Parent - Truncated
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Mavigation: Managing Candidates = Personal History Statement » Relatives and Refersnces Tab =
Spouses/Former Spouses/Domestic Partners

The spouse form includes all contact information provided by the Candidate. The form includes an Invite action button at the top. The Investigator's Notes section provides the date field for the Date Contacted, a Red Flag

checkbox, and a text field for the Investigator's comments regarding this spousal reference. At the bottom of the form, a question regarding the issuance of any restraining/stay-away orders is presented.

- Spouse /Bomestic Fartner

U

&) Save @ Close | g Bnvite

£, Spouse/Domestic Fartner

Inwestigator's Notes

Date 120809
Contacted:

Red Flag: [
Commant: test

Hame and Relationshig
First Hame:™ Zelda
Lask Harne:*® Faraday
Rektonship:

Years Of
Marrage:

Date of Divorce
or Dssolution (if
apphcabla):

Restraining Order

Is there, or has there ever been, a restraining or stay-away order in

effect for this ndaadual?:

= Luesbonnares

Yes @ HNo

+
-

Spouse - truncated
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F &2 Welcome and Introduction The Sibling form includes all contact information provided by the Candidate. The Investigator's Notes section provides the date field for the Date Contacted, a3 Red Flag checkbox, and a text field for the Investigator's
[# &2 Investigator Roles comments regarding this Sibling reference.
El {1 Managing Candidates The Questionnaire tab lists all questionnaires completed by the Sibling and the Secondary Reference tab lists all secondary references provided by the Sibling.
[l Candidate Records = g NTYTY
Bl Personal Information s : x
(2 Deleting a Candidate © sove © cose | 5§ e
E () Perscnal History Statement £ Sbiog, || = Gusstormaie || gp Secondary Ferrences
B Working with Lists :
d Investigator's Notes
El Executive Summary o
El () Relatives and References Tab g-:a::itre&: L 3
El Parents Red Flag: 7
2 Spouses/Former Spouses/Domestic Partners Comment: Investigator's comments here.
B
[l Children
Bl Personal References
B Secondary References
€2 Education Tab
1§ Residence Tab
E Employment Tab
2 Military Tab
B Financial Tab R
[ Legal Tab e z
[ Driving Tab ' o
Bl Other Topics Tab o e
El Exaris Tab Reftionship: Skster bt
Bl Interviews Tab e
B Journal Tab Contact
@ Attachments Tab Ermail Address: | kklosson@grail.com
€ Managing Cases Phone: 800-555-1212
(12 Managing Organizational Information wikiiive Rore
(1§ Help and Support CelPhone: | 800-555-1212
& 2010 Ementisl Software Deyelooment, L1

Sibling Form
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| | Navigation: Managing Candidates > Personal History Statement » Belatives and Refersnces Tab > a 6

Children

The Children section list all children provided by the Candidate. The existence of children and the extent of care provided to them is of interest in the investigation but at this time we do not provide any means to Invite
children, or others having caretaker responsibilities for them, into POBITS. We are interested in your feedback on this issue.
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@ |"V55tigamr RU"_ES +  Close Personal Friend
Bl Managing Candidates = Professional Acquaintance

[ Candidate Records
Bl Personal Information
(2 Deleting a Candidate
El 1 Personal History Statement
B Working with Lists
B Executive Summary
El () Relatives and References Tab
Bl Parents
[ Spouses/Former Spouses/Domestic Partners
Bl siblings
1 Children
B
B Secondary References
1§ Education Tab
(1§ Residence Tab
E Employment Tab
[ Military Tab
B Financial Tab
= Legal Tab
[ Driving Tab
B Other Topics Tab
[E Exams Tab
B Interviews Tab
B Journal Tab
[E Attachments Tab
€2 Managing Cases
& Managing Organizational Information
2 Help and Support

*  Military Comrade

Each reference can be invited to POBITS to complete a personal reference questionnaire. While completing the guestionnaire, the reference has the opportunity to provide other references not offered by the Candidate. These
are called Secondary References. A list of all Secondary References submitted appears on the Relatives and References tab of the Personal History Statement.
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Navigation: Managing Candidates > Personal History Statement > Relatives and References Tab >

Secondary References

Secondary References are references offered by someone other than the Candidate. Each reference who completes a questionnaire in POBITS has the opportunity to provide any number of Secondary References. 4
consolidated list of these people appear on the Relatives and References tab of the Personal History Statement. Secondary References are considered valuable to the investigation since they are character references that the

Candidate has not personally picked to vouch for them.
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Navigation: Managing Candidates > Personal History Statement >
Education Tab

The Education tab provides separate lists for High Schools, Colleges, Trade Schools, and POST Academies attended. These items are all provided by the Candidate and Investigator has no ability to edit or delete items other

than to update contact information.

.+ Personal History Statement
peration w | v S save @ Cose B8 Contacts _ﬂm = fed Flags .bhﬁ'n‘tPHS

Cass Handing || ™ Eveartive Summary | g Relatives and References | [ Education | #8% Resdence + Employment | T Mitary || @2 Financal || 8.

Candidate: Daniel James Faraday

= Inwvestigator's Marmative
Complete: e

Narrative: Mo dsqualfying information. The applcant reportedly meets the educational requiremants of this positien. The applcant chims he
& 2 1992 graduate of Hometown High School, but only a facsimie diploma has been received in support of that claim (TAB 1),

= High Schools

The Candidate attended the following High Schools:
High Schoal M=

Red Flag Date Contac. . From Ta School Name
Page 1 |ofl
= Colleges

The Candidate attended the following Collegeas:

College =~ H |5
Red Flag Date Conlac. .. From Tao School Hame

Yoo b

Page' 1 ofi

PHS Education Tab - truncated
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Navigation: Managing Candidates = Personal History Stetement > Education Tab =

High Schools

Candidate's can enter any number of High Schools attended. The High School form is presented below.

.. High Scool
) save Qciose | 4 Google Search
Investigator's Review
Contacted: 05/16/10 I
Red Flag: [#]
Comemant: Lather receied indicates Candidate was naver 3 student at this schoal
Artendance

School Mame:;™
From: "
-

o

Graduated:

Contact
Address:
iy
State:”
Zip Code:

Teephone:

Transcripts

Transeripts
Ordered:

L

12343

L]

High School Form (Investigator)
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Navigation: Managing Candidates > Personal History Statement > Education Tab >

Colleges

Candidate's can enter any number of Colleges attended. The College form is presented below.

o College

) save @ Close | §R Google Search
Investigator's Review
Contacted:

Red Fag: [
Comment:

School Details

From:™

To:*

School Name:™

Cioy:® WagonWhee
State:”
Talephona:
Lnits Earmed:

Type Degree:

Transcripts

Transcripks il
Ordered:

ol

College Form (Investigator)
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Mavigation: Managing Candidates > Personal History Statement » Education Tab =

Trade Schools

To be developed...
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Mavigation: Managing Candidates > Personal History Statement > Education Tab =

POST Academies

To be developed...
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| Navigation: Manzging Candidates > Personal History Statement =
|Residence Tab

The Residences displays the Candidate's responses to all guestions on the Residence section of the Personal History Statement. The form section include:

= Inwvestigator's Narrative

*  Residence History

= Neighbors

= (Candidate's responses to general questions

&s the Candidates enters the residence information, they will also provide a list of neighbors at each residence. The neighbors list on this tab is simply a consolidated list of all neighbors provided for all residences. Neighbors

are simply another type of reference to be contacted in the course of the investigation.

..~ Personal History Statement -

alect aperation v b (@) save & Oose @8 Contacts | Questornaires B RedFags () PrintPHS

Case Handiny || ™ Executive Summary || g Relatives and References | [ Education || 5% Residence || == Erployment || T Miitary || @& Financal ||

Candidate: Daniel James Faraday

= Investigator's Narrative
Complete: Gl

Harrative: No dsqualfying information. The applcant resdes in a home owed by his stepfather, which he shares with his child. Akhough
neighbors report never even having seen the applcant, his residencea has not been the source of any problems.

= Residence History

The Candidate listed the following previous residences:

Residence L= 1if=
Date Contacted Resided From Te Residence Address

B £ 05H &0 01T 12031108 300 South Elm 3 g Invte
3 OLA4/S 010108 1273107 110 West Elmer Drive B3 g il
3 DS/0E0S M/ 1DE 1213107 100 Riverdale Drive Ea g Inte
2 052409 (1Mm03 123106 1213 Uppity Street 5

Page 1 ofl ¢l 1-dof4
= | Newghbors
Thie Candidate listed the following Meighbers in relation to the above Residences:

= [ 2]
Date Contacted Hame

E 081808 Mary Frederick B3
25 03709 Fred Detterback B

PHS Residence tab
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Navigation: Managing Candidates > Personal History Statement =

Employment Tab

To be developed...
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Navigation: Managing Candidates > Personal History Statement =

Military Tab

To be developed...
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| | Navigation: Managing Candidates > Personal History Statement >

Financial Tab

The Financial Tab displays the Candidate's responses to the questions on the Legal section of the Parsonal History Statement. The form sections are:

Investigator's Marrative
Candidate Responses
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| | Navigation: Managing Candidates > Personal History Statement =

Legal Tab

The Legal tab displays all of the Candidate's responses to the Legal section of the Personal History Statement. The form has several sections:

= Record Checks

= Arrests and Convictions

«  Detected Acts

= Undetected Acts I (misdemeanors)
*  lndetected Acts II (felonies)

= Drug Use

= Drug-Related Activities

Personal History Statement -
w b ) save & Cose @B Contacts | T Questiornares B RedFisgs (L) Print PHS
atives and References ﬁ Education ﬁ} Residence = Employment vg Mlitary | @2 Fnandal | 2. Legal Driving % Other Topics | T [ Exams | =

Candidate: Daniel James Faraday

= Investigator's Review
Complete: ]

Harrative: Mo disgualfying nformation. The applcant’s fingerprints have been submitted to the Department of Justice by the Anytown
Police Department, and they have conducted her local criminal history chacks as wel (TAB C/D/E). The applcant initally raported
no nvolemant with Begal acts within the reguired reporting. However, during her ndependent polrgraph examinabion she
reported having used marfuana mast recantly at age 20 (on the edge of the saven vear reporting requirament) and having been
detained by Arzona police for drinking and was releasad to her stepfather.

« | Record Checks
State DO

Federal DO
RCIC
Child Abuse Regstry:
Fingar Prnts Taken:

Finger Prnts Retumed:

« | Arrests and Convictions

Either as an aduk or 3 Juveniie, have you EVER been detaned for investigation, held on Yes & No
suspicion, quastionad, fingerprinted, amested, indicted, crimnaly charged, or convicked of

any msdemeanor or felony offense in this state or in any other legal jursdiction (incuding

offenses punishable under the Uniform Code of Mitary Justice)?:

If Yes, expbin each ncdant:

Arrest - || =5
Date Co...  Approximate .. Charge Arresting or Detaining &gency
IE Jume 13, 2009 Trespasgng San Jacinbo Polce Departmant "_, R
January 2006 Drunk in Publc Hemmet Polce B3 Review
Poge|l  wfl # k| 1-Z2af2
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Mavigation: Managing Candidates > Personal History Statement =
Driving

The Driving Tab displays all Candidate responses relevant to driving history. There are general questions as well as lists of items such as previous driver's licenses, motor vehicle accidents, and vehicle insurance information.

.. Personal History Statement -
w ! v (D) save & Close | @8 Contacts = Questionnaires | ™ RedFlags | (=) PrintPHS
#= Hatives and References ﬁ Education || 5 Residence = Employment | % Mtary || @B Finandal || . Legal | & Driving | % Other Topics || % | Exams |

Candidate: Daniel James Faraday

= Inwvestigator's Narrative

Complate; [ &
[nvestigator's Mo dsqualifying nformation. The apphcant possesses 3 vakd Calforna Drivers License which & free of any colisions or ctations. She
Harrative: & properly nsured under the Cafornia Fnancial Responebilty Act (TAB F).

= Drivers License

The Candidate hsted the following previously issued drivers licenses:

Previous Licenses = HD

Daie Conincted Stnte OF ssue Wame On License
az Reckus J. Driver 5|
Ca Carbuncus J. Hopper &
i1 4 |Page|1 [of1 # M 1-20f2

PHS Driving Tab - truncated




INTERNET ARENIVE |http:mw.n.v. esdevilc.com/pobitsihelpfindex_htmi

WauRaehMmaching e

ture
011

iF

POBITS User's Manual and Technical Reference

Contents | Index | Search

[# & Welcome and Introduction
[F€2 Investigator Roles
B[] Managing Candidates
[El Candidate Records
[ Personal Information
[l Deleting a Candidate
E1{) Personal History Statement
[El Working with Lists
[E Executive Summary
Bl Relatives and References Tab
El Parents
(£l Spouses/Former Spouses/Domestic Partners
(2 Siblings
[ Children
[El Personal References
[2l Secondary References
EI Education Tab
[El High Schools
[El Colleges
(£l Trade Schools
B POST Academies
&2 Residence Tab
[El Employment Tab
2 Military Tab
[l Financial Tab
El Legal Tab
[El Driving Tab
El
[l Exams Tab
[l Interviews Tab
& Journal Tab
[E Attachments Tab
1§ Managing Cases
€2 Managing Organizational Information
[F&2 Help and Support

£ 2010 Eszentisf Softwars: Development, LLC

43

Mavigation: Managing Candidates > Perscnal History Statement >
Other Topics Tab

The Other Topics tab displays the Candidate's responses to a few questions that don't fit into the other investigative areas as shown below:

. Personal History Skatement -
Selact operation w b ) save G Close @B Contacs | = Questionares | B RedFlags (S Prntprs
4 Hatves and References Education | ¢ Resdencs = Emplayment | T Mvary 8 Francal || 4. Legal || g% Driing || % Other Topics || ] |Exams

Candidate: Draniel James Faraday

=~ Investigator's Review

Conplete: T
Marrative: Ho diqualfying information. The applicant's mandated psychological and medical assessments were conducted separately from this
nguiry,

= Candidate's Responses

Have you ever been refused a permit to carry 3 concealed weapon?: Yes (@ No

Are you now, of have you ever been, 3 membear or assocate of 3 onminal enterprse, Yes @ No
streat gang, or any other group that advocates violence aganst individuaks because of

ther race, rebgion, poltical afflation, ethnic affiation, ethnic ongin, natonalty, gender,

saxual preference, or disabiity?:

Do you have, or have you ever had, a tattoo signifying membership in, or affiiation with, a fes @ No
criminal enterprise, street gang, or any other group that advaocates valence against

individuaks because of their race, religion, poltical affiiation, ethnic angin, nationalty,

gender, sexual preference, or dsabiity?:

snce the age of 16, have you ever been involved in an anger-provoked physical fight, Yes (@ No
confrontation or other viokent act?:

Hawe wou ewer hit or physically overpowered a spouse or romantic partner?: fas (@ No

If you answered Yes to any of these guestions, give detals ncluding dates and
Crourrstances:

+*

PHS Other Topics Tab
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Exams Tab

The Exams tab provides data fields to capture the results of four exams:

= Written
Physical

= Polygraph
CV5A

.+ Personal Hsbory Statement

-+ pparation v b S Save D) Close | @8 Contacts

# Hatrves and References || [l Education || {f Resdence

Candidate: Daniel James Faraday

= Examinations
Witten Adminstered:
Witten Exam Result: b

Physical Exam Administered:
Physical Exam Result; g

Polygraph Administerad:
Polygraph Resuk:

CVSA Adminsterad:
CWSA Result:

L]

= Questonnakes B Red Flags | (=) PrintPHS

L, ]

-1, Emplayment ¢ Miitary || 58 Financal | % Legal | % Or

Ving

% Other Topcs

T Exams | =

PHS Exams Tab
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|| Navigation: Managing Candidates > Personal History Statement >
| Interviews Tab

On the interview tab, the Investigator can enter information and comments regarding all interviews conducted with the Candidate. The interview will be classified as:

= Initial;
PHS Review;

= Discrepancy; or
Follow-up

.. Personal History Statement
gration ~ b (Dsave @ Cese | 8B Contacts | ) Questiormares B medFisge () Prntprs

w

= e E Education Q Resdence 7 Employment ¢ Mitary | B Francsl || & Legal || &% Driving % Other Topics || Exams

Candidate: Daniel James Faraday

= Interviews

The Candidate has participated in the following Interviews:

Interview
Date Purpose
G200 Revers PHS
Ej a210H0 Rewvers PHE
Page 1 ofl ¥ & Add New

£

EE. Interviews | =

= [

1-2af2

PHS Interview Tab

- Interdiew e R RN

Date: 02/10/10 3
Red Flag: [#]

Purpose: Reven PHS s
Comment: Intervew detals here....

Interview Form
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Journal Qs
Contents | Index | Search
& Welcome and Introduction The Investigative Journal
(1 Investigator Roles POBITS maintains a Journal of certain actions that occur within the system. This is an entirely automated journal with no function to accept user input. Referencing the journal may at times help to understand what has
B (1 Managing Candidates happened in the course of the investigation.
[2 Candidate Records s o
[l Personal Information : : :
[l Deleting a Candidate e e il O 0 | | P s || Y it s
B lﬂ] Personal HIStGW Statement #nce | - Employment | TE Military | &3 Francal || 4 (egal || 4R Drving || '8 Other Topis | ™ | Bxams || # Interviaws ﬁ Journal 4 Attachments
[E1 Working with Lists
@ Executive Summaryr Candidate: Daniel James Faraday
Ell1 Relatives and References Tab « Case Journa
@ F‘arents i The Case Joumal is a record of actions taken by various investigation parbicipants. Journal entries are automabically entered by the !
[l Spouses/Former Spouses/Domestic Partners | system. _
(1 Siblings e N
@ Children Time Stamp Auction By Action
[El Personal References 122ems 1808 Henry Ford System access granted to Employer Homer Ho. =
[El Secondary References 1227109 06:1 Henry Ford System nccess granted to Landord Roger Land... £
= [E Education Tab 12r250E 0810 Henry Ford System acoess granted to Reference Van Jones |
@ ngh Schools 1224005 11:37 Henry Ford System Access Granted =
@ CDHE‘QEE 12mand 18:08 Henry Ford System sccess granted to Spouse Zelda Faraday =2
120809 17.58 Henry Ford Sysbem pcoess granted to Spouse Zelda Faraday E
@ Jaice whaols : 120809 1556 Henry Ford Sysbem acoess granted to Sibing Sara Faraday e
@ PDST DR TR 12MEns 1220 Henry Ford System access granted to Landiord Roger Land.. E5]
@ Residence Tab 120809 1215 Henry Ford Syshem acoess granted to Landiord Reger Land =2
@ Emplﬂv ment Tab 12M0E0E 07:23 Henry Ford System acoess granted to Landiord Roger Land =5
@ M”Itar‘f Tab 120605 0710 Roger Landiprd Landiord Questionnaire Submited &
@ Flﬂ anmal Ta b 120809 0702 Menry Ford Syshem access granted to Landiord Roger Land.. :'l
@ LEQ al Tab T20EAS D58 Rager Landiord Landiord Questionnare Submitted 22|
@ Dri‘-’iﬂg Tab 12M0E0E D854 Henry Ford System acoess granted to Landiord Roger Land El
@ Other TDpiCS Tab 1206709 0648 Roger Landiond Landiord Questionnaine Submitted &l
@ Exams Tab 120609 D844 Henry Ford System access granted to Landlord Roger Land.. =5
@ Interviews Tab 120809 D838 Henry Ford Syshem acoess granted to Landiord Roger Land B
@ 120509 12:61 Wan Jones Reference Questionnare Submiied Bl
@ Attachments Tab 12050E 1244 Henry Ford System access granted to Reference Van Jones &
[F€2 Managing Cases
1§ Managing Organizational Information Bt Mt
[#€2 Help and Support
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Contents | Index | Search

F & Welcome and Introduction
& Investigator Roles
El{{h Managing Candidates
B Candidate Records
2 Personal Information
Bl Deleting a Candidate
E1 ({1 Personal History Statement
[ Working with Lists
B Executive Summary
{1 Relatives and References Tab
Bl Parents
B Spouses/Former Spouses/Domestic Partners
= Siblings
El Children
(2 Personal References
(2l Secondary References
El(h Education Tab
(= High Schools
=l Colleges
B Trade Schools
[E POST Academies
& Residence Tab
[ Employment Tab
B Military Tab
B Financial Tab
B Legal Tab
[ Driving Tab
B Other Topics Tab
[E Exams Tab
2 Interviews Tab
B Journal Tab
B
& Managing Cases
& Managing Organizational Information
€2 Help and Support
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| m Managing Candidatas > Personal History Statement »
| Attachments Tab

Attached Files

Investigators can attach any number of electronic files to the PHS record. Candidates have no access to this function. Files can be any electron file but each file is limited to 5 MB in size. Most files are likely to be within this
size limit. However, the most efficient thing to do is to put the file into PDF format. When outputting to PDF, there are options within Adobe Acrobat to reduce the file size.

It was stated earlier that as much as we all would like to keep all of our documents electronically, sometimes it's just not possible. & background investigation must be maintained for a long time, often as long as the term of
employment for the hire. We believe that when your case is closed, documents should be printed and physically stored. Mevertheless, attaching electronic files to your case has many benefits.

- PHS for Frank Robert Burns

b A

= e = Employment

T
! PHS: Frank Robert Burns

'_'_','3 litary

Eysave giChkse  dhContocts | \Questionnares 57 RedFlags  (SjPrint PHS

=

g8 Fnancial || %, Legal || &% Driving || "% Other Topks || % |Exams || & imberviews

B oo

-

& Attachments

&

Attachments

Investigators may add files of any type to the candidate's record. Candidates cannot add files here. Attachments are imited to 5

MB in size.

Documents
Tt

Page 1 |of1l

Description Added By

[Losave [ sk |

(=]

[~ ]

o

Attached files on the Personal History Statement
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Contents | Index | Search

&2 Welcome and Introduction Managers and Investigators have a menu group for "My Cases". Investigators will have only this menu group for their cases. Viewers will only have the option to view Departmental cases, which is all cases.
&2 Investigator Roles
& Managing Candidates
Ell Managing Cases
E
B Departmental Cases
Bl Adding a Candidate
B Candidate Groups
= Investigation Case Stages
B Investigation Case Status
2 Inviting the Candidate
2 Automated PHS Evaluation
B Informed Consent Release Authorization
B Working With References
(2 Consolidated Contact List
B Inviting References
[ Secondary References
E Questionnaires
= Interviews and Questionnaires
= Alerts
51 Wait List
E Red Flags
El Reports
B Graphs
1§ Managing Organizational Information
&2 Help and Support
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Contents | Index | Search

F @ Welcome and Introduction Only Managers and Viewers can view Departmental Cases. All menu items here present information on all cases in your department. Some of the menu choices provide information broken down by Investigator.
&2 Investigator Roles
[F& Managing Candidates
E1{1 Managing Cases
E My Cases
B
[l Adding a Candidate
Candidate Groups
[l Investigation Case Stages
[El Investigation Case Status
[ Inviting the Candidate
2 Automated PHS Evaluation
[El Informed Consent Release Authorization
(2l Working With References
[E] Consolidated Contact List
Inviting References
[El Secondary References
[2 Questionnaires
[l Interviews and Questionnaires
= Alerts
(21 Wait List
[ Red Flags
El Reports
Graphs
[F @2 Managing Organizational Information
&2 Help and Support
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POBITS User's Manual and Technical Reference POBITS requires very little information to enter a Candidate because the Candidate will eventually provide most of the information. Once the required information is entered and the record is saved, a new Case is opened.
Mext, open the Candidate's record, switch to the Personal History Statements tab, and add a Personal History Statement, At this point the Investigator is ready to "invite" the candidate to complete their Personal History

Contents | Index | Search Statement in POBITS.

@ Welcome and Introduction g Mew Candidate A

& Investigator Roles @ Create (D Cose

H& Managing Candidates
B[] Managing Cases ot Hae::
B My Cases T
Bl Departmental Cases Fask Motoe
E BVREAITE S ssssssssssmmasssesssmmassssesssmmsssapssssssstdii) T
[ Candidate Groups S v
= Investigation Case Stages FersonR) Enps: @
2 Investigation Case Status
El Inviting the Candidate adding a Candidate
B Automated PHS Evaluation
= Informed Consent Release Authorization
B Working With References
Bl Consolidated Contact List
= Inviting References
2 Secondary References
2 Questionnaires
& Interviews and Questionnaires
B Alerts
51 Wait List
[l Red Flags
Bl Reports
B Graphs
€2 Managing Organizational Information
& Help and Support
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Candidate Groups @6

Contents | Index | Search
21§ Welcome and Introduction Each Candidate can be assigned one group. You can create as many Groups as you like. There is nothing significant about a Group but it provides a way to view Candidates that all share a particular attribute. If a Candidate is
FH &2 Investigator Roles assigned to a training class, then it may be beneficial to create a Group for that and assign Candidates to it. You should not create groups that represent a Candidate's status. POBITS already has attributes for that which you
H$ Managing Candidates will find more useful.
EIL Managing Cases

B My Cases

[E Departmental Cases

B Adding a Candidate

2

[ Investigation Case Stages

B Investigation Case Status

= Inviting the Candidate

2 Automated PHS Evaluation

B Informed Consent Release Authorization

[ Working With References

Bl Consolidated Contact List

B Inviting References

(2l Secondary References

El Questionnaires

& Interviews and Questionnaires

B Alerts

1 Wait List

[E Red Flags

El Reports

B Graphs
[£1§2 Managing Organizational Information
262 Help and Support
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&2 Welcome and Introduction
&2 Investigator Roles
& Managing Candidates
Ell Managing Cases
B My Cases
E Departmental Cases
Bl Adding a Candidate
B Candidate Groups
E
B Investigation Case Status
2 Inviting the Candidate
2 Automated PHS Evaluation
B Informed Consent Release Authorization
B Working With References
(2 Consolidated Contact List
B Inviting References
[ Secondary References
E Questionnaires
= Interviews and Questionnaires
= Alerts
51 Wait List
E Red Flags
El Reports
B Graphs
1§ Managing Organizational Information
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| Navigation: Managing Cases =
|Investigation Case Stages @6

POBITS defines five stages for a case;

1. Just In - POBITS will assign this stage when the case is created.

2. Candidate Update - POBITS will assign the case to this stage when you invite a candidate to the system to update their Personal History Statement.

3. Working - POBITS will assign this stage when the Candidate submits their Personal History statement.

4. Complete - The Investigator can assign this stage at any time. POBITS contains no logic to determine when a case is complete. A completed case remains visible in all normal candidate display lists.

5. Closed - The Investigator can assign this stage when the case is closed. Closed cases do not appear in normal Candidate lists, They can be accessed only by viewing a list of closed cases, or by a general search of
Candidates.

Mote that a case may progress and digress through the stages. For example, when a Candidate submits their Personal History Statement, the case status will become "Working”. But if the Investigator requests the Candidate
to enter the system again to update information, the stage will revert to "Candidate Update".
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Investigation Case Status - :
Contents | Index | S=arch
[#§2 Welcome and Introduction & case in POBITS has several Investigative Areas such as Personal, Education, Relatives and References, etc. Each investigative area has a check box for the Investigator to indicate that the investigative area is complete.
el Investigator Roles Each completed investigative area cradits the case Status with 3 10% completion factor and the case starts out at 10%. When all Investigative areas are marked complete, the case status will be 100% and the Case Stage
& Managing Candidates will be set to Complete. It's important to note the difference between Complete and Closed. Completed cases remain will appear in all Candidate lists and Closed cases will not.
B 1 Managing Cases Further, POBITS keeps track of opened and closed cases and case closure represents completed work. This is a3 metric that POBITS will provide to management. Therefore, when cases are completed and the disposition is
B My Cases adjudicated, the case should be closed.

[l Departmental Cases

Bl Adding a Candidate

B Candidate Groups

= Investigation Case Stages

B

= Inviting the Candidate

2 Automated PHS Evaluation

2 Informed Consent Release Authorization

(2l Working With References

B Consolidated Contact List

= Inviting References

2 Secondary References

El Questionnaires

= Interviews and Questionnaires

2 Alerts

51 Wait List

Bl Red Flags

Bl Reports

& Graphs
[#§2 Managing Organizational Information
& Help and Support
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&2 Welcome and Introduction
& Investigator Roles
H& Managing Candidates
B[] Managing Cases
B My Cases
Bl Departmental Cases
El Adding a Candidate
[ Candidate Groups
= Investigation Case Stages
2 Investigation Case Status
B
B Automated PHS Evaluation
= Informed Consent Release Authorization
B Working With References
Bl Consolidated Contact List
= Inviting References
2 Secondary References
2 Questionnaires
& Interviews and Questionnaires
B Alerts
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[l Red Flags
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‘| Navigation: Managing Cases »
Inviting the Candidate @e

By the time your organization decides to perform a background investigation on a candidate, some relationship with the candidate has already been developed. Your organization should make it a practice to inform
Candidates that they will be using an electronic system to complete their Personal History Statement so they will expect the email invitation. When the Investigator invites a candidate, the candidate receives an email with a
link to the POBITS system and credentials to log in. The credential will expire:

1. After 10 days
2. When the Candidate submits their Personal History Statement
3. When their access is revoked by the Investigator

The Investigator is able to monitor Candidate access to POBITS so if several days go by with no activity, the Investigator should query the Candidate to ensure they have received the email and are prepared to enter their
information.

If the Candidate needs more time to complete their questionnaire, the Investigator can simply invite the Candidate again. This will issue new login credentials to the Candidate and send them an email identical to the one they
first received for system access. It will extend their system access by another 10 days.
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&2 Welcome and Introduction
& Investigator Roles
H& Managing Candidates
B[] Managing Cases
B My Cases
Bl Departmental Cases
El Adding a Candidate
[ Candidate Groups
= Investigation Case Stages
2 Investigation Case Status
= Inviting the Candidate
B
= Informed Consent Release Authorization
B Working With References
Bl Consolidated Contact List
= Inviting References
2 Secondary References
2 Questionnaires
& Interviews and Questionnaires
B Alerts
51 Wait List
[l Red Flags
Bl Reports
B Graphs
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|| Navigation: Managing Cases =

Automated PHS Evaluation

Once the Candidate has completed and submitted their Personal History Statement, the Investigator can produce a report called PHS Evaluation. This is found in the drop down item selector at the top of the PHS main form.
This report evaluates the PHS for any responses that may require attention. Generally, all of the questions on the PHS pertaining to previous behaviors to which the Candidate responded with a "YES" will be provided on the
PHS Evaluation Report. This report is an excellent tool to use as you begin your investigation.

PHS Evaluation

o

POLICE

Daniel James Faraday

Thes nepeort summarzes the Candedate's Personal Mistory Satement amd entfies responses o will be of greatest mierest o the invesigaior. Any Sem
Ested O TS MEpO MERESENS 3 TES MESponse By B cancidate i the comesponding queston on e PHS

Education
Has been placed on academic discipling, suspended, or expelled
Residence
Has left a residence owing rent
Employment
Candidate provided 2 previcus employment ctation(s)
Has applied to other law enforcement agencies
Military
Is ot required 10 register with the Selective Service
Undetected Misdemeanors
Battery (use of force upon anoiher)
Any other act amounting to a misdemeanor within the past seven years
Undetected Felonies
Any other act amounting to a felony
Drug Use
Has used specific drugs within the past six months
Has tried of used drugs within the past six months, but only under limited circumstances
Has engaged in certain activities with illegal drugs or narcotics
Driving
Has been refused a driver’s license
Has been involved in a motor vehicle accident within the past seven years

PHS Evaluation Report
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&2 Welcome and Introduction At the end of the Personal History Statement in POBITS the Candidate has the opportunity to download an Informed Consent Release Authorization which they can sign and hawve notarized. If they are able to scan the

&2 Investigator Roles document, they will be able to upload the file as part of their record. If they are unable to scan the document, it will have to be brought to the Investigator to be scanned and entered into the system.

H Managing Candidates This is a key document because each reference who enter the system to complete a questionnaire will be able to review the document. This is especially important for previous employers. & previous employer will likely not

E1{) Managing Cases be inclined to provide detailed job performance and disciplinary information with the Informed Consent Release Authorization but if they have it, they have no reason not to provide all known information on the Candidate.
B My Cases

[E Departmental Cases

2 Adding a Candidate

[ Candidate Groups

2 Investigation Case Stages

B Investigation Case Status

= Inviting the Candidate

B Automated PHS Evaluation

B

[ Working With References

2 Consolidated Contact List

= Inviting References

[l Secondary References

El Questionnaires

= Interviews and Questionnaires

B Alerts

1 Wait List

[E Red Flags

Bl Reports

2 Graphs
&2 Managing Organizational Information
& Help and Support
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Working With References @ & e

Contents | Index | Search

22 Welcome and Introduction The are seven types of References in POBITS:
[F1€2 Investigator Roles
H &2 Managing Candidates
Bl Managing Cases
E My Cases
Bl Departmental Cases
Bl Adding a Candidate

. Parents (includes all types of parental relationships)

. Siblings {includes all type of sibling relationships)

. Children {includes all types of child relationships)

. Personal References (all type of personal and professional relationships)

. Secondary References (persons you encounter in your investigation that were not offered by the candidate)

b IR = TR, R Sy T B 6 B

2 Candidate Groups . Landlords

B Investigation Case Stages . Employers

E |"V'_5_5tigati'3” Gage Status The first five are all personal references and will complete the same questionnaire. Landlords and Employers each have a specific questionnaire suitable for their relationship to the Candidate. But collectively these individuals
B Inviting the Candidate are all References and are referred to as such throughout POBITS.

E) Automated PHS Evaluation — All of these persons (of majority age) are able to use POBITS to complete a standard questionnaire suitable for their relationship to the Candidate. Alternatively, the Investigator can create and complete a questionnaire for
= Informed Consent Release Authorization the individual on the basis of their contact with the Reference.

ElWorking With References

B Consolidated Contact List

= Inviting References

B Secondary References

& Questionnaires

B Interviews and Questionnaires

B Alerts

[ Wait List

Bl Red Flags

El Reports

2 Graphs
[21€2 Managing Organizational Information
€2 Help and Support
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Consolidated Contact List we ;
Contents | Index | Search
F &2 Welcome and Introduction The Personal History Statement will include many people or entities that the Investigator will contact as part of the investigation. Some entities are people and some are institutions or businesses. POBITS simplifies the
[EapS Investigator Roles process by provided a consolidated list of contacts. At the top of the PHS form, the button labeled Contacts will produce a list of all entities to be contacted grouped by type, such as Reference, Parent, Employer, etc. Further,
H$ Managing Candidates each entity is color-coded; green if they have been contacted and red if not. This provides the Investigator with a single view of all contacts and their status relevant to the investigation.
El 1 Managing Cases If you find it useful, this list is easily printed or exported to a spreadsheet.
My Cases

B Departmental Cases
Bl Adding a Candidate
B Candidate Groups
Investigation Case Stages
= Investigation Case Status
= Inviting the Candidate
B Automated PHS Evaluation
Informed Consent Release Authorization
[ Working With References
B
= Inviting References
Secondary References
2 Questionnaires
2 Interviews and Questionnaires
B Alerts
Wait List
[El Red Flags
El Reports
& Graphs
[# &2 Managing Organizational Information
&2 Help and Support
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Inviting References W :
Contents | Index | Search
[F€2 Welcome and Introduction Cnce the Candidate has completed their Personal History Statement in POBITS the Investigator will be able to review all of the information. Each Reference provided by the Candidate (which includes family, personal
F @ Investigator Roles references, landlords and past employers) can be "invited" to POBITS the same way a Candidate is invited. The reference receives an email with a link to the system and appropriate credentials. When these individuals log
H$ Managing Candidates into POBITS, they see only some basic instructional information and have access only to the guestionnaire they will complete. Once the questionnaire is complete and has been submitted, their access to FOBITS is terminated.
E1{{(1 Managing Cases

B My Cases

Departmental Cases

(2] Adding a Candidate

[E Candidate Groups

[El Investigation Case Stages

[l Investigation Case Status

[l Inviting the Candidate

(2 Automated PHS Evaluation

(2l Informed Consent Release Authorization

Working With References

[El Consolidated Contact List

B

[l Secondary References

[El Questionnaires

[ Interviews and Questionnaires

= Alerts

(1 Wait List

Red Flags

[El Reports

2 Graphs
[F1€2 Managing Organizational Information
[# @2 Help and Support
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Secondary References @ & 6

Contents | Index | Search

&2 Welcome and Introduction & good investigative technigue is to use the references provided by the candidate to acquire other references that the Candidate may not have offered. Each reference that completes a questionnaire in POBITS is asked to
&2 Investigator Roles provide other reference and can provide as many as they want. When they do, they will automatically be adding to the "Secondary References” list in the Candidate's case file so it's possible you may acquire some secondary
Y Managing Candidates references with very little work on your part. But as your investigation progresses and you discover secondary references on your own, you can add them under Secondary References on the Relatives and References tab of

El1 Managing Cases the case file.

B My Cases

[E Departmental Cases

2 Adding a Candidate

[ Candidate Groups

2 Investigation Case Stages

B Investigation Case Status

= Inviting the Candidate

) Automated PHS Evaluation

B Informed Consent Release Authorization

[ Working With References

2 Consolidated Contact List

=2 Inviting References

B

El Questionnaires

= Interviews and Questionnaires

B Alerts

1 Wait List

[E Red Flags

Bl Reports

2 Graphs
&2 Managing Organizational Information
& Help and Support
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Questionnaires b o :

Contents | Index | Search
E&& Welcome and Introduction Each Reference provided by the candidate can complete a personal reference questionnaire on the Candidate. Questionnaires are specific to each type of reference. For example, a Landlord Questionnaire asks questions
[EapeeN Investigator Roles about the Candidate's history as a tenant and an Employer Questionnaire asks guestions about the Candidate’s job performance and work ethic.
e3> Managing Candidates The goal should be to have each reference complete the on-line quastionnaire by logging into POBITS buts sometimes this is not possible. But it is possible for the Investigator to complete the questionnaire on the basis of an
Bl Managing Cases interview, phone call, or email. At the bottom of each Reference’s record is a list that contains questionnaires when completed, but there is normally only one.

El My Cases POBITS assigns "ownership” to each questionnaire. If the reference completes the questionnaire in POBITS, the information is "owned" by that person and cannot be changed by the Investigator. On the other hand, if the

Departmental Cases Investigator completes the questionnaire, the record is "owned" by the Investigator who will have the ability to change or delete the record.

[ Adding a Candidate

B Candidate Groups

B Investigation Case Stages

= Investigation Case Status

[ Inviting the Candidate

2 Automated PHS Evaluation

= Informed Consent Release Authorization

Working With References

[E Consolidated Contact List

= Inviting References

B Secondary References

E

B Interviews and Questionnaires

2 Alerts

[ Wait List

Red Flags

2 Reports

=l Graphs
21§ Managing Organizational Information
F&2 Help and Support
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Navigation: Managing Cases
Interviews and Questionnaires @6

POBITS enables the Investigator to collect interview/questionnaire information directly from a reference in electronic format. While this is efficient and expedient, it may not be the best method to solicit candid, in-depth
responses from the interviewee. But POBITS is flexible and Investigators can and should apply their best judgment. Example: Let's say the Investigator conducts a short interview with one of the Candidate's references and
there's a hint of reserve on the part of the interviewee. The Investigator asks the interviewee to complete the on-line questionnaire and there's no indication of any reservation on the part of the interviewee. At this time, the
Inwestigator can follow up with the interviewee and can optionally begin another guestionnaire in POBITS - this time to captures notes on a personal interview. POBITS knows the difference between a questionnaire
completed by a party to the investigation and one completed by the Investigator. While each guestionnaire asks the same questions, the Investigator is able to probe and follow up on the questions and may solicit other
responses.

So the Investigator has choices. He/she can collect the electronic questionnaires and follow-up based on their own judgment or they conduct face-to-face (or telephoneg) interviews and complete a questionnaire themselves,
Alternatively, you don't really need the questionnaire but you must document the interview in which case the Investigator should use the appropriate Investigator's Comments field related to a particular reference and
document the interview as much as possible.

Bottom line: use POBITS however it works best for you. We believe that personal interviews will always provide the best investigative information. We don't intend for POBITS to eliminate the normal personal contact you
should have with various parties to an investigation but it's ultimately up to the investigator to work at the appropriate level.
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Alerts e/
Contents | Index | Search
22 Welcome and Introduction There are several activities which will generate an Alert for the Investigator such as:
[F&2 Investigator Roles - The Candidate submits a PHS;

[F &2 Managing Candidates
Bl Managing Cases

* A Relative, Reference, Employer, or Landlord submits a questionnaire
A Candidate is assigned to the Investigator

E My Cases . . :
B Departmental Cases These alerts also generate an email to the Investigator,
B Adding a Candidate Alerts are simply internal notifications that an action has occurred that is of interest to the Investigator. Once it has been read, it can be deleted.

2 Candidate Groups

B Investigation Case Stages

= Investigation Case Status

B Inviting the Candidate

B Automated PHS Evaluation

B Informed Consent Release Authorization

B Working With References

B Consolidated Contact List

= Inviting References

B Secondary References

2 Questionnaires

B Interviews and Questionnaires

2

[ Wait List

Bl Red Flags

El Reports

2 Graphs
[21€2 Managing Organizational Information
€2 Help and Support
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Wait List W g
Contents | Index | Search
&2 Welcome and Introduction When a Candidate or Reference is invited to the system, it creates a Wait List item. When the Candidate or Reference submits the requested form or questionnaire, the Wait List item is automatically deleted. The Investigator
1§ Investigator Roles may also delete the Wait List item under the presumption that the respondent will never respond to the request.
H@ Managing Candidates Open Wait List items appear on the Dashboard and may also be accessed from the main menu. Wait List items help you to track the status responses that you are waiting on at any given Gme.
Bl Managing Cases
B My Cases

Bl Departmental Cases

El Adding a Candidate

[ Candidate Groups

= Investigation Case Stages

2 Investigation Case Status

& Inviting the Candidate

B Automated PHS Evaluation

= Informed Consent Release Authorization

B Working With References

Bl Consolidated Contact List

= Inviting References

2 Secondary References

2 Questionnaires
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B Alerts
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€2 Managing Organizational Information
& Help and Support

& 20010 E==mniial Softwars Deyelogme=nt, LLT

64



INTERNET ARCHIVE |http:.‘hw.w.es.n:le-;llc.|:I:rma'pubits."help.findex.hzml

mﬂmmmmﬂ"ﬂ 1 u::a[ltu#

= || Navigation: Managing Cases = .
POBITS User's Manual and Technical Reference i &6
Red Flags W g
Contents | Index | S=arch
[#§ Welcome and Introduction The Red Flag is available on most investigative items. When any issue arises that gives the Investigator concern, the Red Flag item should be checked. In POBITS, it is very easy to find and review all Red Flag items at a
el Investigator Roles glance =o this is an excellent way to highlight any issue that might be potentially disqualifying. The Red Flag button at the top of the Personal History Statement form will display 2 list of all Red Flag Items.
& Managing Candidates See ol Fed Flags
E L Managing Cases haEHE
d5E5 ! Personal History Statement b ajig
B My C 2
El Departmental Cases v 2 @save © Cose @ Contacts = Questonnares | W Redriags | () printpus
B Adding a Candidate
@ Candidate GTCIL.IPS : Case Handling | "9 Executive Summary || g8 Relatives and References || [ Bducation | €% Residence | 7 Employment || T Mlitary || @2 Fnandal | &/
= Investigation Case Stages
B Investigation Case Status Viewing all Red Flags

= Inviting the Candidate

5 Automated PHS Evaluation

2 Informed Consent Release Authorization

(2l Working With References

B Consolidated Contact List

= Inviting References

2 Secondary References

Bl Questionnaires

= Interviews and Questionnaires

2 Alerts

21 Wait List

B
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& Graphs
[#§2 Managing Organizational Information
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Reports e :
Contents | Index | Search
& Welcome and Introduction To be developed...

&2 Investigator Roles
&2 Managing Candidates
EIA Managing Cases
E My Cases
Bl Departmental Cases
Bl Adding a Candidate
Candidate Groups
B Investigation Case Stages
[ Investigation Case Status
2 Inviting the Candidate
[ Automated PHS Evaluation
= Informed Consent Release Authorization
B Working With References
[E Consolidated Contact List
Inviting References
B Secondary References
B Questionnaires
2 Interviews and Questionnaires
=2 Alerts
B Wait List
Bl Red Flags
B
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& Welcome and Introduction To be developed...

&2 Investigator Roles
&2 Managing Candidates
EIA Managing Cases
E My Cases
Bl Departmental Cases
Bl Adding a Candidate
Candidate Groups
B Investigation Case Stages
[ Investigation Case Status
2 Inviting the Candidate
[ Automated PHS Evaluation
= Informed Consent Release Authorization
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B Secondary References
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POBITS User's Manual and Technical Reference | Navigation: »No topics above this level« @ 6
Managing Organizational Information b bl

Contents | Index | Search

EE Welcome and Introduction Organizational information can only be modified by Investigators in the Manager role. All organizational information is managed under the Main Menu item labeled Manager Tools.
& Investigator Roles
[ Managing Candidates
& Managing Cases
El&IManaging Organizational Informatio
El Add New User
B Managing Users
[E Organization Setup
B Add New Position
2 Manage Positions
& Forms
& Help and Support
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POBITS User's Manual and Technical Reference | Navigation: Managing Organizetional Information >

| Add New User @e
Contents | Index | Search |

& Welcome and Introduction
& Investigator Roles

To add a new user (Investigator), select the New User item under the Manager Teools menu.

Rules:
e Manag!ng Candidates = A user can be a Manager, an Investigator, or a Viewer. See the topic on user roles for more detail.
&2 Managing Cases S ERE : : ; : o :
: — ; *  Your subscription limits the number of Managers and Investigators you may have but you can create an unlimited number of Viewers.
EIG Managing Organizational Information - ; _ _ _ Bl i : _ ) i ; : j
ElAdd New Use j = If you are simply replacing one Investigator with another, it is easiest to simply change the investigator's name in the system to that of the replacement Investigator.
B Managing Users i | St e
@ Drganlzatlcn _E._etup | | Each System User can be a Viewer, Investigator, or Manager. Viewers can view
@ Adl:l NE,'W PDSIHDH | any infarmation m POBITS but cannot enter or change anvthmg. Inveshigators can
e | | | create Candidate records and perform all aspects of a background investigation.
@ MEHEQE Fositions | Managers are Investigators who can also creste other user accounts and view
@ Eorms organizational statistics.
. Role
1§ Help and Support .
| Roke:™ Investigazar |
& 20010 E=z=m=ntial Software Develosment, LLD
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POBITS User's Manual and Technical Reference Navigation: 1Managing Organizational Information >

Managing Users @6
Contents | Index | Search

FH&2 Welcome and Introduction

Use the Manage Users menu item to access a list of all users in your organization. From the list of users, select one for editing. On the right end of the list are action links for Invite and Revoke. Use these links to Invite the
EafS Investigator Roles Investigator to the system or to Revoke system privileges.
[ Managing Candidates Rules:

F1§2 Managing Cases
EIW Managing Organizational Information
2 Add New User

*  Managers cannot have their system access revoked.

When you Invite an Investigator, their login password is reset. This is how you reset a password for a user.

E = When a user is Revoked, their account still counts as an active account for your subscription.
dNaging User : i i . i .
= = One concept for system users is that you may want to have a contract investigator use your system. If so, you can revoke their system privileges when not needed.
[E Organization Setup

El Add New Position
B Manage Positions
& Forms
2162 Help and Support
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& Welcome and Introduction
F @ Investigator Roles
(1§ Managing Candidates
[H1§2 Managing Cases
1) Managing Organizational Information

(2] Add New User

[l Managing Users

E

(21 Add New Position

[l Manage Positions

&2 Forms

1§ Help and Support

& 2010 ExmeniEsd Softvears: Development, LLC

71

Navigation: Managing Organizational Information =

Organization Setup @6

Organization Setup includes the following information to be managed my an account manager:
Subscription details. This is read-only information regarding the details of your subscription to the system.

Organization logo. This is an image file of your organization's official logo. The image should be set to a 1:1 aspect ratio (square). If necessary, you may need to place your logo into a square canvas area. You should also
keep the image at around 200 by 200 pixels. If you have difficulty attaining this, contact POBITS support.

Organization details. This is basic contact information for you organization. Most of this information is used when sending automated messages to candidates and references.

Locale. This is where you declare your time zone and include your state name spelled out. The POBITS server is set to Eastern time and is updated for daylight savings time. Whenever POBITS places a time stamp on a
record, it will adjust for your time zone based on the value you enter here. Simply enter a number, positive or negative, that represents your time zone relative to the POBITS system time. Think of POBITS system time as
zero. In that case, California time would be -3, three hours less than Eastern time.

Blank Forms. Create a list of forms that will be provided to each candidate. Optimally, these should be Acrobat forms or MS Word documents with fill-in fields. These should be forms that you want every candidate to
complete as part of the background investigation. The intent is for the candidate to download the form, complete it, and upload it back to the system. This will be dependent on the candidate's ability to access a scanner. If

they do not have such access, then the completed forms can be delivered to the Investigator for upload. Mote that today's network copiers often include the ability to scan to email, in which case the recipient receives a PDF
document.

Blank Form Rules:

»  Each form has an attribute called Display on Questionnaires. When checked, this form will be presented on all questionnaires completed by all references using the system. The primary intent of this function is to
provide a Release Authorization, signed by the candidate that can be viewed by all persons completing a questionnaire.
*  The candidate will see the Instructions field. Be as clear and succinct as possible to ensure the candidate understand what to do with each form.

= When a candidate is created, a copy of each form is placed into their record. If you change a form after a candidate is completed, you will have to modify the candidate's forms accordingly. You can do so on the
Forms tab of the Candidate form.
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| | Navigation: Managing Crganizational Information =

Add New Position

As 3 Manager, you can create a list of positions to which your candidates apply. Each position can be designated as a Sworn position by checking or not checking the Sword check box on the form.

*There is currently no functionality that uses the distinction of a position being Sworn or not, In the future, this may include the use of different applications or Personal History Statements.
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& | B - ey
|
R

Mavigation: Managing Crganizational Information =
Manage Positions @6

Use the Manage Positions function to change or delete the defined positions for your organization. If you change the name of a position, the affect will cascade to all instances of the position throughout your database.
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POBITS User's Manual and Technical Reference | Navigation: Managing Organizational Information > Forms >

| The Forms Concept & o e
Contents | Index | Search |

H Welcome and Introduction
&2 Investigator Roles

& Managing Candidates {| The concept is for the Candidate to open the form from his or her record, complete it, and upload it back to the same space in a filled in condition. This concept will work best when your forms are in either MS Word or PDF
& Managing Cases {| format as fill-in forms.

EI1 Managing Organizational Information Some forms, probably most, require the Candidate's signature. The concept for this is the same, though in this case, the Candidate will have to scan the signed form to a PDF or image file and upload. We can't anticipate that
2 Add New User {| all Candidates will have the ability to scan an image, though this only requires a scanner which is a fairly common piece of technology.

B Managing Users

B Organization Setup

[E1 Add New Position

B Manage Positions

Bl Forms
B
B New Blank Form
[E Manage Blank Forms
[#1€2 Help and Support

Your organization can crate any number of forms for completion by the Candidate. all forms in your Blank Forms library are copied to the Candidate when a Candidate record is created. Once copied to the Candidate, we refer
to these forms a Filled Forms. If you need to add a form to a Candidate's record later, you can do so by selecting the Forms tab on the Candidate's record and adding, changing, or deleting forms.

In the event that the Candidate does not have the capability to scan their documents, they are instructed to provide them to their Investigator. We do presume that the Investigator has this capability.
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POBITS User's Manual and Technical Reference = el [ormalion > Fors >

New Blank Form @e
Contents | Index | Search

[#§2 Welcome and Introduction Blank forms are forms that you want each of your candidates to complete.
& Investigator Roles
[F &2 Managing Candidates
&2 Managing Cases
11 Managing Organizational Information
[El Add New User
[El Managing Users
(£l Organization Setup
[E1 Add New Position
[l Manage Positions
EId Forms
[2l The Forms Concept
E
[El Manage Blank Forms
F&2 Help and Support

The data screen for creating a blank form includes a checkbox labeled "Display on Questionnaires". Forms with this item checked will appear on the guestionnaires completed by References, Relatives, Employers, and
Landlords. In effect, this is how they can view the Candidate's Consent Release Authorization form. You can check this box for any forms that you want to appear for the third parties listed above.
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MNavigation: Managing Organizational Information = Forms =
Manage Blank Forms

Use the Manage Blank Forms function to change or delete blank forms.
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Navigation: Help and Suppart >
On Line Help

The On Line Help menu item will display this help system in a searchable format on a tab within the POBITS application.
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Support Forums @6
Contents | Index | Search

[F€2 Welcome and Introduction Support forums are a monitored bulletin board style forum. Users can post questions, request features, and even respend to other users in a user-to-user mode. This may be beneficial when an end-user's guestion is
& Investigator Roles

concerned more with the background investigation process that with the software itself. To post any messages to the forum, users must subscribe using their own user ID and password, This is necessary only so the board
¢ M anaging Candidates can identify you and form your user experience, such as items read or not read. All internet forums operate in this manner,
&2 Managing Cases

EI Managing Qrganizational Information
El Add New User
[El Managing Users
[ Organization Setup
(1 Add New Position
Manage Positions
E Forms
[2l The Forms Concept
(21 New Blank Form
[El Manage Blank Forms
El Help and Support
[ On Line Help
E
User's Manual and Technical Reference
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User's Manual and Technical Reference we ;
Contents | Index | Search
F &2 Welcome and Introduction The User's Manual and Technical Reference will display a PDF version of this document. This document is highly organized with a Table of Contents and Index and for some users, may be a better reference for use of the
&2 Investigator Roles system.
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|| Navigation: Help and Support =

Training @O |

This menu item opens a tab with links to a series of short demonstration videos on using POBITS. Taken as a whole, these training videos provide ample introduction to all aspects of the system and should provide all of the
initial training a new user should need. For questions that are beyond the scope of the on-line help or user training, we encourage the use of the Support Forums where specific questions and requests will be answered by our
support staff.




