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PDBl‘I’S is a database appiication 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. PCIBlTS

dramatically changes the process and drastically reduces the effort required by the Investigator. Because PClEl-EI'S 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 PCIBITS such as Name and Email Address, then opens a Personal History Statement for the Candidate to complete on—Iine. The Investigator then

invites the Candidate to the PDEI‘TS system. This is a simple mouse—click action that creates user credentials and sends an email to the Candidate. The Candidate then uses PDBITS to update their personai information and

complete their Personal History Statement. Once complete, they submit the form electronically. ICince 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 POEITS in the same manner. The Investigator can ”invite" a reference to use the system and complete a questionnaire 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. 1iI'u'hen forms and questionnaires are submitted, the Investigator is notified via email by PEI-BITS and by alerts within the system.

1ii'u'hen completing their on-Iine 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-Iine

questionnaires within the system.

An 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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El EHWEIEDTI'IE and Introduction There are many obvious benefits to this concept. First and foremost is diet it reduces the level of effort required of the background investigator while improving the processI organization, and managerial visibiiity. Second is
Introducflfln Eat it imposes rigor into the background investigation process. This rigor inciudes‘.

Concept of Operation Information organization

l‘s‘l EVSiEH'I BETTE-fit" 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-
Electronit: vs Paper 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 differentiy and

Information Integrity and Data Ownership organization concepts do not have to be learned; they are imposed.

@ Information Security Continuity of operations

SYStem Architecture Some departments may have a staff dedicated to the background investigation process. For ofl'iers, it may be a collateral duty for one or more officers or employees. Either wayr POBITS provides a measurable benefit by
About This Manual standardizing hovlI information is stored ma king it possible for any investigator to instantly determine the status of any investigation or any element of a particular investigation.

Learning to Use PDBITS Process Standardization

@ ”SEMI [30”:er PDBl'I'S 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
IQ Investigator Roies investigative worlc.
é Managing Candidates

IQ Managing Cases

IQ Managing Organizational Information

IQ Help and Support

Paperless Process

PDBl‘I‘S enables your organization to minimize paper products to the greatest extent possible.

E EEZIJZI Essa-Ilia Software Elmelupmsnt. LLE
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Given the general requirements 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 POEII'I'S to do so. Ultimately, the

Investigator 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 POEHS 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 POEI‘I'S output which represents the investigation case file

be generated into paper format and preserved.

We have designed FOBITS as a tool to help the Investigator in the background investigation process. Once the process is completed, POBI'I'S can generate documentation based on the information in the system. Each

investigation case file in PDBITS can have any number of documents attached. The documents can be anything that can be saved electronically. We envision documents will be scanned to a PDF format for inclusion to the

case file. There may be some records that must be retained in original format. its 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 Ute 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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PCIBlTS dramatically changes the way investigaijons 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 wilI complete their Personal History Statement directly in FCIBlTS. 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 questionnaire specifically for them, and that's alf.

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. Nor 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 me 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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PDBTI'S dramatically changes the way investigaljons 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 F'CIBlTS. 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 questionnaire specifically for them, and that's ali.

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. Nor 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 me 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-Iine form, they

are required to certify that all information contained in the record is complete and accurate.
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PDBl‘I’S is provided under the "Software as a Service" model, commonly referred to as SaaS in the industry. FDBITS is a 1r‘u'eb-based system and is hosted and serviced by Essential Software Development, LLC. All PDBITS

users access PDBHS using their web browser, and just about any web browser will work. PCBITS is regularly tested in Internet Explorer, Firefox, and Coogle Chrome. No 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. Do 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.

Iu'lr‘hy a Web-based Application

Using web architecture is what allows us to change the game. Making POEilTS 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 a manner appropriate for their role in the process. There is simply no more efficient way to accompiish the background investigation

process. It's significant to note that the federal government empioys 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 invesljgator to complete the elements of the investigation.
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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 POEITS, we have created an information system well conformed to your business

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

accomplish a task. We did not create this documentation to provided step-by-step procedures for performing each task. If you understand fl're 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

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

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



9

E
D c.. r;- a." III

I M u' n u r r a n i! u I in htipzrmymesdeyllc.comrpouitsrhelprindex html

"Slimming 1 capture
1Feb2E|11

PDBITS User's Manual and Technical Reference

wee

I "‘ " no
2212' YMH‘Ei

  

 

 
Contents E Index | Search

El EQWElcome and Introduction Within PDBFI'S 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
mtmducfifln 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

Concept of Operation already been asked and answered, especially if you are working in the off hours and you hate a question or seek advice.
System Benefits There are also a number of short training yideos designed to giye users a quick introduction to the system and specific guidance on performing certain tasks. This is an excellent resource for persons new to the background
Electronic ys Paper inyestigation process or to PDBTI'S.
Information Integrity and Data Ownership Dn 1rarious screen forms, field leyel help is proyided yia mouse-oyer help icons. 1il'u'hen you seen the help symbol ‘3' next to a data field, just hoyer the mouse oyer it to see a short description of the purpose of ihe field.

@ Information Security

E System Architecture
@ About This Manual

E Learnin to Lise F‘IIIIiIEllTS

Useful Concepts

Ifilnyestigator Roles

.0: Managing Candidates

I9 Managing Cases

IQ Managing Organizational Information

IQ Help and Support
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El IE] Welcome and Introduction Narrative vs. Comment

Introduction PDBII'S 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

Concept of Operation Investigative area (for example, Education] has a section for Investigator's Narrative. At this level, all aspects of the investigative area are summarized in narrative form. These narratives collectiver become the investigator's

@ System Benefits narrative report which PDBITS assembles.

@ Electronic vs Paper 1r'u'ithin 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 opfionallv check a Red

Information Integrity and Data Ownership 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.

@ Information Security For example, while investigating a prior residence, the Investigator learns from the Landlord that police were called to the residence on one occasion, vet the Candidate has made no disclosure of the incident. For the

System Architecture 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 ultimatelv be one investigative item as part of
About This Manual the entire Residence investigative area.

Learning to Use PDBITS Hultipie Personal Historv Statements
Useful Conce : - It is important to understand that a Candidate is an entitv that mar...r have anv number of Personal History,r Statements. This will help vou understand why these items are laid out as thev are. You can use this concept as 1,rou

IQ Investigator Roles see fit. We know that some organizations require a new Personal Historv Statement for each application, and others mv not. The candidate will alwavs see whichever Personal History.r Statement is ”Open", and onlv one can
IQ Managing Candidates be open when a Candidate is invited.
IQ Managing Cases

IQ Managing Drganizationai Information

IQ Help and Support

E 2E1I2| Emu-Ilia Eu‘twar: Development. LLC
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IQWEIEDH‘IE and introduction All system users in your organization are Investigators but each has a different role. Ewen].r Candidate is assigned to an Investigator and an Investigator can he one of three types:

El @ investigator Hole; . Manager;

Manager - Investigator; or
IUVEShgamr - 1I.lie1l'.ier (Candidates cannot be assigned to Viewers]
Viewer

@ Other Roles

Q Application Basics

Q Managing Candidates

IQ Managing |Cases

.9 Managing Organizational Information

IQ Help and Support

E: 251'] Emu-Md Sci-1mm: Dmdngmset. IJ.II
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IQWelcorne and Introduction A Manager is an Investigator with the ability to create Managers: Investigators, or Viewers within your organization. They can viev.I all Candidates in the system and viev.I reports that reflect all organizational information. They

E| IE Investigator R0533 can monitor the progress of all Investigations or just those assigned to them. If you have only one Investigator in your organization they must be a Manager.
E 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 muitipie cases with minimum "-IzflrinershipIr of the case by the

E Investigator INVEEtiEIEtUT-
Viewer

Other Roles

Q Application Basics

Q Managing Candidates

IQ Managing Cases

IQ Managing Organizational Information

IQ Help and Support

E 251'] Esau-flit:i Software Dmelcgment. LLE
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IQWelcome and lntroductlon ‘v'iewers are Investigators with view-only privileges. In the reai world they are not really Investigators. You will probably assign this role to departmental managers who simply need access to the investigative records and

E [1:11 Investigator R0535 reports. 1:r'ie*l..vers 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 he
El Manager assigned to them; their menu system has fewer options than other Investigators.

Investigator

El

E Either Roles

Q Application Basics

fl Managing Candidates

IQ Managing lGases

IQ Managing Organizational Information

Q Help and Support

E 201'] Enemies Sid-'tware Dwaingment. LLE
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IQWelcome and Introduction Besides Investigators and Candidates, there are 5 other user roles in PDBFI'S that are referred to as "Relatives and References" within the Personal History Statement. They are:

El '29] Investigator Roles . Reference

Manager - Parent

l3 lnyestigator _ Sibling

g miifltole _ - Secondary Reference
% Application Basics ' ”Eighbflr

IQ Managing Candidates In addition to these roles. there are three other roles of users who will potentially complete candidate questionnaires. They are:

Q Managing Cases - Employer

IQ Managing Organizational Information . Landlord

.9 HEIP 3nd SUPP‘JH - Clther Law Enforcement Agency

may: Emeritus- samm Magma-r. LLC The users in these roles are all references of some kind that will he proyided by the Candidate but each is different and each enters the system with a slightly different 1.r'isual 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.

Note 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 questionnaire only asks basic information and

does not solicit qualitatiye responses.

15  



16

m n: n u a r s I c u I v I httpzrmymresdevllilcornrpo bitsihelpiindexntml -Go ; ~‘-.-" - _

"I“l'lfllllllfl 1 capture
‘- Feb 2|]11

PDBITS User's Hanual and Technical Reference

  

Contents l Index | Search
 

IQWelcome and Introduction Web-based application have come a long way and now share many similarities with conventional desktop applications. POE-1T5 was designed using modern web architecture techniques and the provides a very robust and

E| [E Investigator Roles feature rich user experience but a few minor difference should be understood:

Manager 1. When you open a record or select a menu item, it will be presented in a new tab on me application screen. You may open as many tabs as you like. IDnce the number of tabs exceeds the display width of your screen, the

la Investigator tabs will scroll. Most users will not want or need that many tabs open at any given time.
Viewer 2. Once you are working within a tab, for example on a list of candidates, your work remains within fl'Iat tab. So when you select an item on the list, you will be presented with a form for the object selected which replaces the

@ Other Roles list. When you close the form, the list will be retumed 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

El ffl Application Basics 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, POEflTS will look after things and ensure that changed records are saved has you navigate about me system.

 .ulic'ation Basics

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

.9 M - - 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 theanaging Candidates . . _ . . . _ . . . . .
. Item. Items In a list fl'Iat Include an Icon will execute the described function rather than open the object. The Print optIon Is a good example.

IQ Managing Cases
lg Managing Organizational Information 5. Like just about any web based application, you will be automatically logged out after a period of inactivity.
IQ Help and Support Er. 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 better. It is recommended that you apply the highest resolution available unless you have vision impairments and require the largest possible screen fonts. PDBITS will display particularly well on wide
E are: see-rte: So‘l'lwsre Elm-elmI-‘IEIL Lu: screen monitors.

3". 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.

16
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g Welcome and Introduction

El W] Investigator Roies

When you login to PDBITS your dashboard is displayed. Your dashboard presents the information that i5 most useful to you depending on your role. The Dashboard is always in 1yiew and if it does not present current

information for any reason, select the Dashboard item in the main menu will refresh d're screen with the most current information. This will reset the entire screen to the login view and will close all other open tabs.

E Manager r. .-
lnyestigator _r mars . +_

@ VIEWEI' {- e G. H i} IrItp:f.-"localhost5|1]3i]mwarelMrlogonednilnaw I a %£3 3|! a EHr Fir
Other Roles

El [E Application Basics

@ Web Appiication Basics
'r'our Dashboard

The Main Menu

Q Managing Candidates

Q Managing Cases 'gaWhmm
IQ Managing Organizational Information alumna—mamas

Q Help and Support is "“9“ Tm: a firm: and Suoncri

.Luqout

iifioosle Ilium tired- Dfluflnmww mounds»: .Finami-Il mum firearm-He Lita-mm Home Insurance: .Rwh “ Emmm

 Lu! LINN:

:5 : Daniel sane; Fund-fly {nflflnfl 12 53 .j' PMS

w a .lui'rnnyBGncde 1acsrc9csc1 rants

ii I L-ncis Flume Gonzalez Imam us :4 131' PHS

id 3, Howard H Howgmn am 11‘- ID *3 Hi5

L'H ‘ HI Fettlietwerghl flmmfiflfi [in-15

eat-1a www.msaammm IH -i iml} '_'ofl- I H

lemmmmmmmmmmmmmmwszee
._ ._._ __. W m __mflm . . .. . _

12115103 itfi Hwy Fun! acme “immune. lul'rru'ry'fl Bond! {a Hail-r ssR...

m11:11] Henry Ford

W THE Henry Ford

A We nan. ”new to you Howard" Hun-rum -- 5;] Mark as R. ..

scummmmmmm 3|me - filtarkasfl...

In iimi} an .r a -'.'_'- I 1-3nr3§

CIMHIH'

DaniafllmFlrarlay

DanulJlmFuarlay

mmmrmri

Dlnhlemme

Iilnhl JmFmir

Honour-rim Parson

Danni ram Faraday

Osmium Farmy-

Dmlal Janu- Far-dry

Dmlafflrnu Elm

nanlal Jar-u Funky

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 1riew if desired. The right-hand pane has three lists.

The top list displays your most recently update Candidates. Wheneyer 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 AlerE. .E'rlerts are generated by the system to inform d're inyestigator of record actiyity. For example, when a Candidate submits a Personal History Statement, or when a reference submits a

questionnaire. Unread items will be highlighted in red and can be deleted by the Inyestigator 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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IQWelcome 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 RecordsIr or both. depending on the user role. When selectedr

E| Q21] Investigatflr Roies most menu items will spawn a ney.I tab within the PDBITS 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
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 I'out of

synch". Since PDElTS is a web based application. it is dependent on "requests" to the central seryer. This is just something the user should be aware of when using this or any web-based application with this leyel of

Investigator sophistication.
@ 'y'lewer

@ Other Roles

El Cfll Application Basics

1I.I"u"eb Application Basics
Your Dashboard

@ he l-.-'Tain Menu

% Managing Candidates

IQ Managing Cases

IQ Managing Drganizational Information

lg Help and Support

The yarious 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

software function begin. There are also smaller menus built into some forms that are detailed in specific topics throughout the PDBITS helpfmanual.

 

E Eli-1'5 Emu-It? Sc‘twm: Elm-dlzfimfl't. LLC
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IQWelcorne and Introduction Understanding the structure of me POEIITS system will help you nayigate and understand the system more completely. The most fundamental concept you should understand is that Candidates and Personal History

.9 lnyestigator Roles Statements are distinct from one another.

El l:[Jl Managing Candidates POSTI'S allows each Candidate to hate 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 a Personal History Statement for each apptication. You hate the option of creating a new Personal History Statement for the Candidate to

complete, or inyiting 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.
 Candidate Record:

Personal Information

@ [3134.3th 3 Candidate 1u'u'hen a new Personal History Statement is started, the Candidate willhaye to enter all information again from scratch; there is no capability to duplicated an existing Personal History Statement for modification. This is a
.0 Personal History Statement feature we may be able to accommodate In the future. But we made It for your not for them.

IQ Managing Cage-5 1:.I'I.lhen you view Candidate information; you can view and update all of the Candidate's personal and current contact information. You can also see a list of Personal History Statements completed by the candidate. The
IQ Managing Organizational Information Personal History Statement is fl're investigation; which in POBlTS is also referred to as a Case. All inyestigatiye work occurs within the Case.
IQ Help and Support Each candidate is assigned to an [nyestjgator and you can think of the Inyestigator as the "owner" of the Candidate's record which includes any and all Personal History Statements proyided by the Candidate. The Candidate

can be reassigned to any other Inyestigator or can be "Shared" allowing any other Inyestigator to update the record while retaining ownership by the Inyestigator.
E 2E1-Il Encrrt'ar Sift-oar: Elm-509ml; LLC

The graphic below provides a depiction of this data organization.

.-.
canoioms .. ”m

— Personal Data

=2 _' Journal

Tfi 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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ItWelcorne and Introduction Certain Candidate information is stored at Candidate level. This is personal and other information specific to the candidate, that should the current at all times. This includes all current contact details, notes. the automated

IQ Investigator games Journal maintained by POBITS, die Candidate‘s access logr and all of the Candidate's PersonaE Historv Statements.

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

Personal lnformatior

Deleting a Candidate

Ié Personal Historyr Statement

IQ Managing Cases

*5 Managing Organizational Information

Q Help and Support Daniel Jam Faraday
'4 Record

3 Enid Emlfat Sdltwlr: Dudmms't. LLE Data man”: If: m fig 1-13”

L35: Updates 9.2- '_-;-'-;-_'- a:-

Last Update Ev: Herrv Ford

Fist ildarrre:i Denial

Middle Han-re: 1min

Last r-ilarne:i Faradav

other Hams: Dannv adv Famav 
Candidate Personal Information
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IQWeleorne and Introduction 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

IQ Investigator R0533 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 PDBlTS.

El Ell] Managing Candidates
Candidate Records

El Personal Information

 _..' _ a Candidat

Q Personal History Statement

IQ Managing Cases

IQ Managing Organizational Information

IQ Help and Support

'2 2E1-Il Essa-rte: Flatware Development. LLE
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IQWelcorne and introduction The Personal History Statement form is the most complex form in PQBITS 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

IQ Investigator Roles usable presentation. The first tab is the Case Handling tab which provides specific case details. All other tabs relate to specific subjects on the Personal History Statement.

El '13 Managing Candidates 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:

@ Candidate Records Contacts; this displays a list of all persons whom you will likely contact in the course of the investigation, conveniently all in one list.

E Personal Information Questionnaires; fl'ris displays a list of all Questionnaires completed on the Candidate. Questionnaires are normally completed by a reference directly in PQBITS but may also be completed by the Investigator. for example. in

  

 

E Deleting a Candidate the case of a telephone interview with the Reference.

E In FETSDHEI Hist” laternenl 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 a mouse
Working wrth Lists hunt.

Executive Summary Print Pi—lS; this prints the Personal History Statement as completed by the Candidate. trio investigator remarks or notes are included in the printout. This is the same product the Candidate is able to print after completing the
IQ Relatives and References Tab information in PQBlTS. 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 fire computer. So there are no
.0 Education Tab prompts. Secondly, it is not necessary, or practical to have continuation sheets. That's an issue with paper that we don‘t have in PQBITS.

9 Residence Tab _.~ '.. lawman-elix— 1153!.

Employment Tab i .__ _ _ . .__ . . .. ._ .. . .._. .-

E Military Tab I :Selefl '.'|.'-era'.lerl r. .'.r g 5n! Edna: .‘ Cum Em _ 5 Rodfiaip @Prhtfl'fl .

El Finamta' Tab + seem—7fieefl1lieeiese—meiLH-emiesw ' eeemJIsE—Lisfllufil
@ Legal Tab —

Driving Tab I candidate: Daniel James Faraday I ‘
E Dther Topics Tab A mean-line

Exams Tab noun-f Polce em: v

@ Interviews Tab the Human emu-m er

@ Joun‘ral Tab :lhvemtor: Rosier Wise

E Attachments Tab correlation: Joli-Its .9

I9 Managing Cases some: 4 -corrolata .v e-

I% lvlanaging Organizational Information Emulation: v .9

0 Help and SLIP-pill”: Date Opened: Inelimfos E
— Elm Closed: 1 HrE 2L‘Jfl finer-Illa: Software Elevelcsmerd; LLE

case Duration
{Day's}:

 
Personal History Statement
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Q 1Welcome and Introduction Lists

IQ Investigator Roles Throughout the Personal History Statement, a number of lists are presented. II.."I.|'orl-ting with list items is intuitive but here are the specifics:

El ll] MEHEQIHQ Candidates 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 detailsr usually primary contact information. This may be faster than opening the record from the list.
@ Candidate Records

P l | f at Click on any of the column values to open the record.-- ETSDI'IEI I'I DHTI ifll'l

 
 

l3 Daletlng a Candidate 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.
El El] Personal History Statement 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.
E 'Ii'vorlcinci With Lists

@ Executive Summary ”MW“
Q Relatives and References Tab  

  
 

 

  

 

e candidate provided the Following information regarding Siblings:

9 Education Tab

9 Residence Tab m Eontlclcd um

@ Employment Tab a q oedema gamma, - m, Ame
a Military Tab .i mean... an... as... m...
@ Financial Tab '-

Legal Tab

@ Driving Tab

@ Other Topics Tab TW' '3':
@ Exams Tab 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.

Interviews Tab

Journal Tab

Attachments Tab

Q Managing Cases

Q Managing Organizational Information

% Help and Support

Ei-ipansion Eolumn Value -
tool

click to open

 

'3 ZEIIZI Ema-ltd Software Daemon-lent. LLE

23  



24

'"'”““ "“‘W' l%l-“a“ '- “HE ® ® a

"Illlllmllllfl 1capture Ill ‘1 F n n
1Feb2IZ|11 1+... 231'] 2-312 Vebmemisgpue

  

  

 
PDBITS User's Manual and Technical Reference

Contents l Index | Search

IQ Welcome and Introduction The Executive Summary.r is a large text field for the Investigator to compose the executive summarv for the case. Note that while PDBITS does not have an internal spell-checking feature for text fields, man-3.r browsers such as

It 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 E.

El IE] Managing Candidates whim—we;

Eifiifil‘ififfli 1‘ e... 555'."- fies- “wee- fiat-enterefifwee ewe
@ Deleting a Candidate _ _ . . ._ .

E LEI Personal Historyr Statement
Working with Lists fil

E Executive Sun'imaiv - Health-re em”
' Executive file lenient Is in Uflmd male whe resides II a finirewned heme With he son. The women‘s dams With respect to he

I% Rahtwes and Raferences Tab Sun-new: age; hid-i trace. bitn place. citizensh'n. and emit-r to wed: in the United state are supported by independent demrrentation
Q Education Tab rammed in the report.

I% Residence Tab

Employment Tab

Military Tab
Financial Tab

Legal Tab

E Driving Tab

Other Topics Tab

@ Exams Tab

53' Interviews Tab

@ Journal Tab

@ Attachments Tab

IQ Managing Cases

IQ Managing rCilrganizational Information

IQ Help and Support

 

 

E 251'] “Jam-Ital 5n‘.'l:w:r= Emeline-lent. IJJ:

 
PHS Executive Sumnerv Tab
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IQWclcome and Introduction 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 brolcen down as follows:

.0 IHVESEIQEtDr RUIES - Parents; includes all types of parental relations.
El '29] Managing Candidates

Candidate Records

Personal Information

@ Deleting a Candidate

El CE! Personal History Statement

a Working with Lists

@ Executive Summaryr
El CE} Relatives and References .ab

Spouse}r Former Sponseylr Domestic Partners; includes all types of spousal or parb'rer 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 a questionnaire, they are encouraged to provide any other useful references. If

the investigator discovers useful secondary references in the course of the investigation, hershe can enter them here.

Lilce all investigative areasr the top of die 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 die narrative

summary that POBITS will generate for this Candidate.
 

 

Parents _
- . W....................................................................................................................................................................................................................................................... L 3' .

Spousesi'Former Spo use sirDo mestic Partners Jim;....... ._-...__.-_._._:..—’1-;f§.'_

Siblings 'fia-Etthr-Ehtr- v .:.- flew: finite I mace Ewe H mm flame-c '

E Children . L m 'i's'e _ .3 m 'I'Li . .3. _ "I 'I ”t” ""‘ie' _ "It's". 1- :; HIM . mmfim m m Efiflflu-l Hm .-Ii. mm! m ! m l“
PETSOHEII Referenceg ._——-- -----4—-_—---- -r_. ..—__.__ __-_-—-—---_a.—-- LL;——-l.._.__._l__.___ _--_-=l

E Secondary References E'Midm: Eianiel James Faraday
Q Education Tab IE_'i"'_:;s_n_

IQ Residence Tab “mm: m 9
Emplwme Flt Tab flan-athe: Ho d'equaifirhg him-nation. The spphnt enjoys the fuland uanerve-d sat-opal: at he parent and s‘lbegapinent, who descliae h'rn
Mifitaw Tab as a (anemone. merintv strene. hens-st, ramble. and thoughtful tide-ideal whose riterest in the Field dates had: to_ _ _ chidhood. The only midterm of the apolcant centers on his tendency to be sef-cri'ical and It's t'I‘i‘ie magernent skis Wfl'l regard
Flnanmal Tab to he child. The beta-"Ice efthe aepkantls references s a nurture ef prefeeoonal acquaintances and scroll peers, al of whom

recommended Win for the position. Several messed 'ntial SUI'EIIEE at. he literal: 'n poke worlc. but the applicant '5
'3 Legal Tab diaractereed as someene who 6

Driving Tab

@ Clther Topics Tab
@ Exams Tab

@ Interviews Tab

@ Journal Tab

Attachments Tab

IQ Managing Cases

IQ Managing Organizational Information

IQ Help and Support

[ in the list: below, Green Indicates that the reference has been contacted. Red- Inclicat'es they have not been contacted. ‘
*‘Pll'tl'b

eat-1oz basin-t _aiaa anLLC . . . . '
m war- ”? the Candldate provided the role-Mine rifcnnanun regarding Parents: 1
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IQWelcome and Introduction Parent records display all of the information provided by the Candidate. This is mostly contact information. The form has an action button at the top labeled Invite. Use fl'iis to invite the Parent to complete a questionnaire in

IQ Investigator Roies POBTI'S. Once a ouesljonnaire 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
El [Ell Managing Candidates provided, d'iev will be displayed on the Secondary References tab of this form.

' n e nvesi aors o see :on, e nvesi aorcan en er e aecon e , eircommen or is arenyan o Iona rc ec e a c ec ox o in ice a rsrem resensconcerns o einvesi aor.CandidateRecords I th I t'gt ' Nte ct' thI t'gt t th clt tactdfl'i' tsf 111' P t e of fly h kth Rechlg h lcb tp'd' tethtth"t p t t th ' t'gt

@ Personal Infonnatlon 4:5“ 451mg.
El Deleting a Candidate 7_"_""':T-—_____

El '20] Personal History Statement . _ ___—

El Working with Lists || Emilie"- _ JIEF h —i
Executive Summary -.._ ____—“”—h'“‘.—m¥“”'“m

_ [Inc-17mm: Hit-bu

El l:fll Relatives and References Tab am
e- usiiaiue IEsham.

Spousesi‘Former SpousesiDomestic Partners Fred Flair: E

Q SiblanS Comm: Ceruhlv had a lot of bad times to av about the candidate.
Children

@ Personal References

@ Secondary References
Q Education Tab

'9 Residence Tab

@ Employment Tab

El Military Tab
@ Financial Tab 9

Legal Tab hm

Driving Tab NM Dr 9
@ lEither Topics Tab afiemg:

Exams Tab Frst "a”: We

E Interviews Tab Last Mame: have

Journal Tab

Attachments Tab M

Q Managing Cases nhnne: Icon-5551212

IQ Managing rCirganizational Information WM Phone: 900-555-1212

lfi Help and Support CelPhone: access-1212
Personal Enei: Hilumnaaarthhkmt

E 2|}1'J Essa-Ilia: Software Baldwin-5L LLE

 
Parent - Truncated
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IQWelcorne and Introduction 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

-% Investigator Roles 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 restrainingfstay-away orders is presented.

El '29 Managing Gandldategr trim—Ifittings};
E Candidate Records _

Personal Information !-—.

@ Deleting a Candidate ”}wmhmullEE—QF'fl-—l
El IIt?! Personal History Statement

Working with Lists

 

Date mutants 13

E Executive Summary contacted:
H CH] Relatives and References Tab Red First: iii'i

@ Parents Comment: test

ES _:ior.rses.-'Former E‘i iousesrljomestic Partner;

Siblings

E Children

Personal References

Secondary References

Q Education Tab

Q Residence Tab

E Employment Tab

E Military Tab “mmmm“
E Financial Tab Wham? Ma

Legal Tab

Driving Tab

Last Name? Far-1633'

- Wmflihli: r'.‘-.'='.:*.--." "'

t: Dther Topics Tab Years or
E Exams Tab ”an“:

El ' Date if Divorce 71
Interviews Tab ornaso-btbn of
Journal Tab "”mhl:

Attachments Tab
. RBI-tr! D‘I'dE

IQ Managing Cases m r
fl Managing rCirganrzationai Information ffiifiaflflyflgfiager been. a rem-ms or stat away larder it Yes it NI:-
9 Help and Support  

a 251-: Essa-its: sins-m Elm-dcglr'terl; LLC Spouse - truncated
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IQWelcome and lntroductlnn The Sibling form includes all contact infonnati'cn provided by the Candidate. The Investigator's Notes section provides the date field for the Date Contactecl, a Red Flag checkbox, and a text field for the Investigators

IQ; Investigator Roles comments regarding this Sibling reference.

El [12] Managing Candidates The Questionnaire tab lists all questionnaires completed by the Sibling and the Secondary Reference tab lists all secondary.r references provided by me Sibling.

Q Candidate Records a}: . “iiiilitii:
Q Personal lnformation "—.————'

Q Deleting a Candidate Lam—la M is.”

El Ell Personal. Historyr Statement l E‘si'fifu‘gm“ 'gmfilm
Q Working Wllh‘ Lists ‘ — "hr—5m
Q Executive Summary.r film a

El E9 Relatives and References Tab enacted: Wham
Q Parents Red Flao: E

Q SpousesiFormer Spouselecmestic Partners Comet: 'Invesuoatormmne here.
a Siblinc s 
Q Children

Personal References

Q Secondary References
fl Education Tab

IQ Residence Tab

Q Employment Tab

Q Military Tab --—"

Q Financial Tab I'llmcM-flflchrflm
Q Legal Tab. . FI'SE Harrie: Sara

Q Driving Tab La “3 . Farm
Q Other Topics Tab Wnr. 5 l v
Q Exams Tab U d 2. ml
Q Interviews Tab H mm -

Q Journal Tab must

Q Attachments Tab Ermlnddress: magnum
Q Managing rEases Phone: sun-same
Q Managing Organizational Information nun: Pl‘lIJI'IE: son-5551212
9 Help and Support cal Prim: am-sssizu

 E 251'] Ema-ltd Sufi-om: Bunions-15L LLE

Sibling Form
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IQ Welcome and lr‘itroduction The Children section iist all children provided bv 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

IQ Investigator Roma children; or others having caretaker responsibilities for them, into PDBITS. We are interested in vour feedback on this issue.

El l:ill Managing Candidates
Candidate Records

El Personal Information

@ Deleting a Candidate

El [Ill Personal History Statement

Q Working with Lists

@ Executive Summary.r
El till Relatives and References Tab

E Parents

Spousesi'Former Spousesi‘Domestic Partners

El Siblings
a

Personal References

@ Secondary References
Q Education Tab

IQ Residence Tab

Employment Tab

Militarv Tab

El Financial Tab

Legal Tab

@ Driving Tab

Q Clther Topics Tab
@ Exams Tab

@ Interviews Tab

E Journal Tab

Attachments Tab

IQ Managing Cases

IQ Managing Crganizational information

IQ Help and Support

E Ell-1'] Eamlfd- 5n‘-'l:w:r: Dmdqsned; LLI:
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IQWelcorne and Introduction The Candidate is required to provide a minimum of seven personal references. Each reference is classified bv a drop-down selection made bv the Candidate that includes options such as:

IQ IHVEStlQatDr ROIES - Close Personal Friend

El Elli Managing Candidates
Candidate Records

Personal Information

l3 Deleting a Candidate

El [Ill Personal Historyr Statement

Working with Lists

El Executive Summary.r
El l:ié'] Relatives and References Tab

E Parents

Spousesl'Former Spousesl‘Domestic Partners

El Siblings
Children

@ Personal References-

Secondarv References

Q Education Tab

lfi Residence Tab

Emplovment Tab

Militarv Tab
Financial Tab

Legal Tab

Driving Tab

@ Other Topics Tab
El Exams Tab

Interviews Tab

@ Journal Tab

@ Attachments Tab

IQ Managing Cases

lg lvtanaging lClrganizational Information

IQ Help and Support

Professional acquaintance

- Military Comrade

Each reference can be invited to PCIBITS to complete a personal reference questionnaire. While completing the questionnaire, the reference has the opportunitv to provide other references not offered bv the Candidate. These

are catled Secondaryr References. A list of all Secondaryr References submitted appears on the Relatives and References tab of the Personal Historv Statement.
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IéWelcome and Introduction Secondary References are references offered by someone other than the Candidate. Each reference who completes a questionnaire in PDBFI'S has the opportunity to provide any number of Secondary References. in

Q lnvesttgator Roles 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
El [.13 Managing Candidates Candidate has not personally picked to vouch for them.

@ Candidate Records

Personal Information

@ Deleting a Candidate

El [D Personal History Statement

R Working with Lists

@ Executive Summary
El [B Relatives and References Tab

S Parents

@ SpousesiFormer Spousesi'Domestic Partners

S Siblings
R Children

Personal References

@ Secondary References

% Education Tab

IQ Residence Tab

Employment Tab

S Military Tab
Financial Tab

@ Legal Tab

Driving Tab

@ Other Topics Tab
Exams Tab

Interviews Tab

Journal Tab

@ Attachments Tab

9" Managing Cases

I? Managing Organizational Information

0 Help and Support

 

E Eli-1'] EMF-I'- Srflwlrs Julelopnent. LIJ:
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IQWelcome and Introduction The Education tab provides separate lists for High Schools, Collegesr Trade Schoolsr ancl POST Academies attended. These items are all provided by the Candidate and Investigator has no ability to edit or delete items other

lg Investigator Roles than to update contact inform afion.

El [H Managing Candidates
E Candidate Records

El Personal lnformatjcn

@ Deleting a Candidate

El Ell Personal History Statement
 

@ Executiye Summary - WW: Ilium
E '29 Relatiyes and References Tab Coir-piece: E e

'3 Parents limo-e: Ne daeual‘yne nfomemn. The app-karat reunite-dip meets the eduamnai requirements of this new. The asphalt claim he
. _ 's a 1992 graduate el' Herrera-m High 5:11ch but only a famine union-re has been recurred i1 sinner! of that thin [TAB l}.

Spo Lisesill Former Spouse lecmestrc Partners

E Siblings
Q Children

Personal References

3 Secondary References
it

I? Residence Tab

@ Employment Tab

Military Tab L mm
E Financial Tab _ _. _
 

 

 

El Legal Tab The Candidate attended the following High Sd‘loels:

@ rEither Topics Tab M "H “H W“--- W“ Th we“ "the
@ EXEWS Tab lio sate areas-'2

“We“ Tab 2::......Be_°*=......_ t..............................................................................................................................................................................................................................................
@ Journal Tab

E Attachments Tab — {new

% Hanaglng C3565. _ _ the Candidate attended the folfcwing Colleges:
IQ Managing Organizational Information — .._.._—_u_fi_|;um‘I ll

Q Halp and SUDPDH Rid FM Dill Bar-flue... from To 5510!:le

E 2E1'II Essa-It'd Software Magma-L LLII he can]. 5:53.53:

 
PHS Educafim Tab - tmncated
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IgWEICDmE and Intrcducticr‘l Candidate's can enter any number of High Schccls attended. The High Schccl term is presented belcw.

IQ Investigatclr Rcles 4, .. _
El Ill] Managing Candidates ”5w — —:@Qf

E Candidate Reccrds Elia“ ' tw—b

Perscnal lnfcnnaticn Iflflflflfillcl’sm

El Deleting a Candidate mm: airman is
E In Perscnal Histcrv Statement m Fug: El

El Working With LiSlS mam-lent: Lemv received ndlcarer. Cane-dare was navel a stude'lt arms sci-ice!

@ Executive Summary.r
E Qfll Relatives and References Tab

Parents

E Specselecrmer Spousesl‘Dcmestic Partners

Siblings

s Children

@ Perscnal References

Seccndarv References

 

El l:fll Educaticn Tab

quh SChClCJl.‘ 1m”

COIIEQES Sd'l'l'lfl Harriet“ TLI"'b!|.=-'.'.-eed Hat“. Sci'cc
E Trade Schools Forum? .-. is 3

@ POST Academies Tc?" -:-1 :.-__ ;.: .3 g

% Residence Tab Graduated: e

@ Emplcvment Tab

S] Military Tab
@ Financial Tab

E Legal Tab

Driving Tab

E |Either Tcpics Tab
Exams Tab

@ Interviews Tab

qurnal Tab

Attachments Tab

lg Managing Cases

IQ Managing ISrganiaaticnal Informaticn

Ifi Help and Support

 
E Elli-II Essential: Sc‘twsr: Ila-cleaned... LLI:

High Schccl Fcrm [Invstilgatcr]
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IQWElcome and Introduction Candidate‘s can enter anv number of Colleges attended. The College form is presented below.

IQ Investigator Roles . __ ..
El CE! Managing Candidates «W WEE-3

Candidate Records am am:- lmm

Personal Information mmwsm

E Deleting a Candidate mm: 1-5.

El to Personal HistoryI Statement m m: El
@ Working with Lists Corn-mot:

@ Executive Summary.r
El [IE Relatives and References Tab

@ Parents

@ Spousesi'Former SpousesiDomestic Partners

E Siblings
E Children

@ Personal References

Secondary References

El [133 Education Tab

E High Schools

Trade Schools

E PosT Academies

Q Residence Tab

@ Employment Tab

E Military Tab
@ Financial Tab

E Legal Tab

Driving Tab

|Either Topics Tab

@ Exams Tab

E Interviews Tab

Journal Tab

@ Attachments Tab

Q Managing Cases

IQ Managing |Elrganizationai Information

Q Help and Support

 
Coficge Fonn [Investigator]

E 251-3 Emu-lire Editlvsre Jn-nlcgmsit. LLC
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IQWelcome and Introduction To be developed...

Q Investigator Roles

El [D Managing Candidates
Candidate Records

@ Personal Information

@ Deleting a Candidate

E CE! Personal Historyr Statement

@ Working with Lists

@ Executive Summary.r
El E9 Relatives and References Tab

@ Parents

@ SpousesIFcrmer Spouselecmestic Partners

El Siblings
El Children

Personal References

@ Secondarv References
E [IE Education Tab

@ High Schools

Colleges
Trade SEI'IGGI."

El PCIST Academies

lfi Residence Tab

@ Emplovment Tab

E Militarv Tab
@ Financial Tab

@ Legal Tab

@ Driving Tab

Other Topics Tab

@ Exams Tab

@ Interviews Tab

@ Journal Tab

E Attachments Tab

I? Managing Cases

IQ Managing Organizational Information

IQ Help and Support
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I@ Welcome and Introduction To be developed...

Q Investigator Roies

El til] Managing Candidates
Q Candidate Records

Q Personal Information

Q Deleting a Candidate

El [Ill Personal Historyr Statement

E] Working with Lists

Executive Summary.r

El III] Relatives and References Tab

Parents

Spousesi'Former Spousestcmestic Partners

S Siblings
Children

Q Personal References

Q Secondary References
El til] Education Tab

Q High Schools

Q Colleges
Q Trade Schools

PCSTAcaden'iies

I? Residence Tab

Employment Tab

El Militarv Tab
Financial Tab

Q Legal Tab

Driving Tab

Cither Topics Tab

Q Exams Tab

Interviews Tab

Q Journal Tab

Q Attachments Tab

Ié Managing Cases

lg Managing Organizational Information

I? Help and Support

 

E 251’] Emerita; Sufiwar: Zia-element. LLC
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IQWelcorne and Introduction The Residences displavs the Candidate's responses to all questions on doe Residence section of the Personal Historv Statement. The form section include:

IQ Investigator Roies - Investigator's Narrative
El '20] Managing Candidates - Residence History

Candidate Records

Personal Information

Deleting a Candidate

El E9 Personal Historyr Statement

Working with Lists

Executive Summary.r

- Neighbors

- Candidate's responses to general questions

As the Candidates enters the residence information, thev will also provide a list of neighbors at each residence. The neighbors list on this tab is simplv a consolidated list of all neighbors provided for all residences. Neighbors

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

 

 arents __,,—__,—,,,,, _ ___. .~— _ __ ._.1
@ Spoosesi'Former SpousesiDomestic Partners 3+ _ mm |l FMS.“ .ifimmm mil—Finders “.QW __¢~ Billie-pm! || gum hgim i551;

g 33:31::
-- WWW: Phi-rifle:

@ Personal References
Correlate: El 5*

Seconda References
. W narrates: No doquah'wi: information. The app-lam resides In a home owed bv his steohther. which he shares nth he chtd. Akhoeeh

El LE] EdUCatan Tab neighbors repolt nevet even having seen lite appunt. his residence has not. been the source d'l'an'iI problems.

El High Schools

Colleges
Trade Schools

@ PosT Academies

IQ Ftesidence Tab

Employment Tab

Militarv Tab
Financial Tab

@ Legal Tab F. mm

'giirjmsflat T b @
t er opics a

Lessee.—Lucien.

 

 

@ Elia ”15 Tab DID: Comets-d Rum From To Eli-idem: hadron

Q IWEWEWS Tab a q mm warm 12mm magma.“ Q gnu-ca
@ Journal Tab d tritium 01mm motor in: wmsmm E first:
la AflaChmentfi Tab 3 more Minute 'ieowr immum E gum:

Q Managing Cases .e E 3mmmoo Mmms 1m1fl6_ $21 SUWW

IQ Managing Organizational Information

IQ Help and Support

E 2E1'J Emerita: Software Developmel. LU:
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I?Welcome and Introduction To be developed...

@ Investigator Rotes

El Efll Managing Candidates
Candidate Records

El Personal Information

@ Deleting a Candidate

E till Personal Historv Statement

Working with Lists

@ Executive Summary.r
El [I2] Relatives and References Tab

E Parents

Spousesi'Forrner Spousesi’Domestic Partners

El Siblings
Children

Personal References

@ Secondary References
E CE] Education Tab

i3 High Schools

Colleges
Trade Schools

El PosT Academies

I? Residence Tab

E

Militarv Tab

@ Financial Tab

El Legal Tab

E Driving Tab

Other Topics Tab

El Exams Tab

Interviews Tab

@ Journal Tab

Attachments Tab

IQ Managing Cases

Ifi Managing lSlrganizaticnal Information

Ifi Help and Support

E: 2121'] Emerita: Software Zlnlelupmer't. LLC
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IQWelcorne and Introduction To be developed...

@ Investigator Roles

El CE! Managing Candidates
@ Candidate Records

@ Personal information

Deleting a Candidate

El [I3 Personal Historv Statement

Working with Lists

@ Executive Summary.r
El ll; Relatives and References Tab

Parents

@ Spousesi'Former Spousesi'Dcrriestic Partners

Siblings

El Children

@ Personal References

E Secondary References
El PE Education Tab

@ High Schools

E Colleges
@ Trade Schools

@ PcsT Academies

Q Residence Tab

Emplcvment Tab

@ Financial Tab

Legal Tab

@ Driving Tab

@ rC‘Jther Topics Tab
Exams Tab

E Interviews Tab

Journal Tab

Attachments Tab

Q Managing Cases

IQ Managing Organizational Information

9" Help and Support

I Ell-1'5 Emu-mat SufilvareDEi-elncmert. LLC
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IQWeleome and introduction The Financial Tab displays the Candidate's responses to the questions on the Legal section of the Personal History Statement. The form sections are:

Ié IHVEStlQHtDT RUlES - Investigator's Narrative
El Ill] Managing Candidates

Candidate Records

El Personal Information

E Deleting a Candidate

El till Personal History Statement

El Working with Lists

@ Executive Summary.r
E till Relatives and References Tab

El Parents

Spousesl'Former Spousesl‘Domestic Partners

El Siblings
Children

@ Personal References

@ Secondary References
El CE] Education Tab

l3 High Schools

Colleges
Trade Schools

El Post Academies

I? Residence Tab

@ Employment Tab

El Military Tab
El

@ Legal Tab

El Driving Tab

Other Topics Tab

El Exams Tab

E Interviews Tab

@ Journal Tab

Attachments Tab

IQ Managing Cases

IQ Managing |Cllrganizationai Information

IQ Help and Support

Ca ndid ate Responses

E: 2421'] Emerita: Sotwar: EInIechpm-er't. LLC
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IQ: Welcome and lntroductlon The Legal tab displays all of the Candidate‘s responses to the Legal section of the Personal History Statement. The form has several sections:

IQ Investigator Roles - Record Checks

El Elli Managing Candidates
Candidate Records

Personal Information

Deleting a Candidate

El CE] Personal History Statement

Arrests ancl Convictions

- Detected Acts

- Undetected Acts I (misdemeanors)

- Undetected Acts II {felonies}

 

 

 

Working with Lists ' Dr“? ”SE
@ Executive Summary - Drug-Related Activities

E CG] Relatives and References Tab

Parents _ . Eric-murals“ v _-.- fissile fiat-st lien-lent Ewe flee-anus final-ens l
@ Spousesl'Former Spo use slrDo mestlc Partners '_---——;—-"""'--—---—-——-""—-"'—'-———---'-—"—--------------—

siblings - ' ' ' __ -- . - '

@ Children

PEFSOHEII RETEFEHICES Candidate: flanlel James Faraday

Secondary References ‘ ”'“Hmw‘u'”
El l:fll Education Tab “mm: 3 '3'

Q Hi I] SCI‘IGDIS Narratire: Ml: d'seua‘l‘lrng rifamntinn. ‘l'he again-en‘s 'FI'Inerpr'ntrs have been whrrtterl to the Desertmenl: uf Justice by the An'r'leInQ Felice Department, and they have conducted her Inca! normal history checks as wel [TAB GIDIEJ. The appltant i'litirly reported
@ CDIIEQES nn I'll-'uhrement m legal em withrl the requied Fer-urchin. However. dur'nn heir I'lltepemient pmmph euarri'latiun she
E reported him-ll: used I'I'flfluli'lil noel: reten'mr at age 20 [on the edge nfthe seven year reporter: requirement] and naval: been

Trade Schfigls defined by Arizona plaice for dri'llchg and was released to her staphther.

El PosT Academies

IQ Residence Tab

@ Employment Tab

Military Tab

@ Financial Tab

Le . sl Tab

Driving Tab twang“

Other Topics Tab mm no]: D

Exams Tab Federal DD]: is

Interviews Tab "at: [l

Journal Tab child Abuse Ream I:

Attachments Tab stunt Pmts Taliban: I3

Q Managing Cases FhflEI' Prnts Returned: I3

IQ Managing Organizational Information mA: Am [Mu-Inch“

IQ HeIp and Support _
Either as an adult or eJuvenIe. have you EVER been detailed fer mention. held on ‘res e' No

_ '_ 91mm summed; time-rammed. arm halt-bed, oi‘ri'lahr charges. or centricted of
s 201-] cam-me Winn: Zia-alumni. LL.— anv misdemeanor er tehnv offense I: this state er In any ether leeallurisdmrl {lichens

offenses nun'shabie under d'le Uni‘nrm code nl‘ Htary Juicer:

If Yes email eat-J1 hment:

I _________—____— -= E '3]
Date cs... Win citarga masts-uniting tenancy

q June13.2lifl9- Trooper-sung euthttlt-lnlattuoummm [finalists

15mm Drmthuli-‘lc “mm Elle-new

41 l H. 1 mil. inf]. .tI" fl
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Q WEIC ome and Introd action

IQ Investigator Roles

El ELI] Managing Candidates
Candidate Records

Personal Information

Deleting a Candidate

El '29] Personal History Statement candidate: Daniel James Faradw

a Working with Lists amass...“

Executive Summary correlate: Elia

El '29] REIETWES and References Tab tn'i'estluator's flu dmal‘yhu nfonmlaan. The aspirant masses a valet Cal‘s-Inn Dmers License Hindi is Free litany coldl-llns or flattens. She

Parents transitive: is drunsrh- haired undsr the cai‘dma Fnanc'el Respondolty Act {TAB F}.

@ SpousesilFormer Spousesi‘Domestic Partners

Siblings
Children

Personal References

@ Secondary References
El Eli] Education Tab

El High Schools

El Colleges
@ Trade Schools

lg POST Academies The candidate listed the following providuslv issued drivers Ecenses:

Q Residence Tab ' " " "

El Employment Tab

@ Military Tab
@ Financial Tab

@ Legal Tab
El Drivin

@ Clther Topics Tab
Exams Tab

@ Interviews Tab

El Journal Tab

@ Attachments Tab

IQ Managing Cases

IQ Managing |Clrgarlizational Information

Q Help and Support

 

PHS Driving Tab - truncated

E Eli-1'] Emmi-la: Software balloon-lent. LU:
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QWelcorne and Introduction The Other Topics tab dis plavs the Candid ate's responses to a fev.I questions that don't fit into me other investigative areas as shown below:

El '29 Managing Candidates —-—-------—-—---—----—-—----_—___.
@ Candidate Records I “Expos!“ ‘2': '- fish's @906! {mm Emma Emilie @mfifi _

a Palm“ '“mmfifi” some”? HIEWWR—WF—WfiFs—WH’FHW “Tire—1137?“ i}
Deleting a Candidate

El [Ill Personal Historyr Statement lWr—.
E Working with Lists 9: humanism
E Executive Summary.r Conciete: gear

El E9 Relatives and Rafe FENCES Tab Narrative: rio- domain-ire cremation. The annicant's rrandaoed psedrohqical and mean aseessn‘renls were conducbed separately Hem this

E Parents mm

@ SpousesiFormer Spousesr’Dcrriestic Partners

a Siblings
@ Children

Personal References

Secondary References

El E9 Education Tab

E High Schools

Colleges_ '— (audio-IE: Items
Trade Schools

  

@ POST A El _ Hm vou mt been refined a permit to tame a concealed weapon‘i: ‘res «i No
ca EirI'IlES are vuu new. or have vou ever been, a "enter or associate of a oar-cal entemrue. ‘res -¢' No

Q Residence Tab street gap, or any other group that advocates viuimoe against 'ndhriduab because ofthat me. relocnr oration: aiflaoon. ethnic imam, admit when. nartI-analliarr candor.

@ Employment Tab sexual preferenca, or o'Eatritvh

E Mllltar'y' Tab Do you have. or have you ever had. a tar-toe signifying rnen'bérsh'p rr, or afilab'on with a “Hos 1? No. . camel Momma. mat canal or anv other group mat advufites vclence aoanst
E Financial Ta b hoiuiduals amuse cl‘tlae'r race, reigiun, poml aFFIation. ethnic oriji'r. natlonatr.

- coder. mual erence, or deem-v:

ILegalTab a s: Th h- ad kdphrsifill‘ul'rt. '. . . since e age a 16, m veu ever een m e In an anger-prove e Yes we No

[1eran Tab confrontation or other violent as”:

C'tl'lEl TO I lCEi Tat Have you ever I11: or ptrngrsirial'rI overpowered a spouse or romantic partner'h ‘i'es «J No

E Exams Tab If Ircu answered Yes to an]r of these questions. give defile nclei'rg dates and. circumstances:

@ Interviews Tab

@ Journal Tab

E Attachments Tab

Q Managing Cases

0 Managing Organizational Information

0: Help and Support  
E ZEIIJ Essa-IliaL Software Der-dogmsil; LU:

PHS Other Topics Tab
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IQWelcom-E and Introduction The Exams tab provides data fields to capture the results of four exams:

Q Investigator Roles . Written

El [E Managing Candidates Physical
Candidate Records

_ Polygraph

Q Personal Information cvsn
Q Deleting a Candidate

El In Personal Historyr Statement :EEWWW—dflfl

@ WDI'I'CII'IQ Wlth LIStS H Celactooe:alr-:‘i :u- I-_.- flm rfi (has I Banach Em —qEI;e:IFw SWIM _
Executive Summaryr

El ID Relatives and References Tab

Parents _ i Candidate: Daniel James Faraday
Spouseleormer Spousestomestrc Partners

 

 

. . A hunk-ahs

Q 3:533: Written Remote-red: B
Q Personal References m" 5‘3"“ RE“ 5*

Q Secondary References Ph‘r‘siGIEEm-Iidrri'lcbered: a
El Ell Education Tab ”ml mm Mk: .V

Q High Schools

Colleges Itch-graph Admrstered: a
Trade Schools mvgmph Mk: V

Q POST Academies _

% Residence Tab WEN. Adm-stared: a a.

Q Employment Tab cvsr. Rent: v

Q Military Tab
Financial Tab

E Legal Tab PHS ExamsTab
Q Driving Tab

Other Topics Tab

s

Q Interviews Tab

Q Journal Tab

Q Attachments Tab

IQ Managing Cases

IQ Managing Organizational Information

IQ Help and Support

E 251D Emu-Ilia: Software Development. IJ.II
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IQWelcorne and Introduction Do the interview tab, the Investigator can enter information and comments regarding all interviews conducted with the Candidate. The lhtEWiew will be classified as:

Q: Investigator Rotes - Initial;
El Ill] Managing Candidates - PHs Review

Candidate Records

a Personal Information

@ Deleting a Candidate

El Efli Personal History Statement LIP-mm—Ititti-

Working With LiStS etefectonsrahcn v _I_-,- fig“;- fi-m .Enntacls Em .mmfl QM“
Executive Summary .'_'._...c. -..... ......T...',_. _....m._.._._._ ....H_ films... W1 . I,“m, m. .,.-,_ I.

El I2E2] Relat'nres and References Tab iii—lm 'flmsi—Z‘WE “JEN L" “9" "Limit; ”Twig?“ J19 “mm—Ti
Parents

SpoosesfFormer Spousestornestic Partners

E Siblings
Children The Candidate has participated in the following interviews:

E Personal References emu—Mia;

@ Secondary References M Purpose-
El '11] Education Tab WWII! Rmm ms. 5 3:

High Schools I? WW“): Rem ”'3 E
El Colleges ' -3.'

Trade Schools

a PosT Academies

Ifi Residence Tab

Employment Tab

Military Tab
Financial Tab

@ Legal Tab

@ Driying Tab

Other Topics Tab

@ Exams Tab FurWE: “MM FHS ;*l—
I : ' h

@ interylews Tab comm Intemew deals ere

@ Journal Tab

@ Attachments Tab

IQ Managing Cases
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| Candidate: flaniel James Faraday
.9.- Interview!

 
El Efiifl Esra-Ilia: Elo‘twsr: Dn'alojament. LLE  

Interview Form

45
 

 



46

IN 11: in a 1' ii. I. i: ii I i.- ii htthWesdevllccorrdpo bits!helplindex.html

“I!”“mm 1 capture
| Fat-2D“

  

PDBITS User's Manual and Technical Reference

Contents i Index | Search ..._

9Welcome and Introduction

Q Investigator Roles

El CE] Managing Candidates
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PC Bl'I'S maintains a Journal of certain actions that occur within the svstern. This is an entirelv automated journal with no funcljon to accept user input. Referencing the journal mav at times help to understand what has
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Candidate: Daniel James FiriiraiiaiiI

-- cmm

   

The Case Journal is a record of actions taken bv various investigation participant's. Journal dunes are automaticalv entered bv the
seat-em. 
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Executive Summary

El Elli Relatives and References Tab

Parents

E Spousesl'Former Spousesl‘Demestic Partners

@ siblings
El Children

a Personal References

Secondary References

E Ell] Education Tab

El High Schools

Colleges

@ Trade Schools

@ Posr Academies

IQ Residence Tab

Employment Tab

Military Tab
Financial Tab

@ Legal Tab
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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. Howeverr file 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. it background investigation must be maintained for a long tin'teF 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. Nevertheless, attaching electronic files to your case has many benefits.

 
l FHS: Franll: Itch-art Burns l

Ausdrmt:

Investigators may add lfiles of anyr type to the candidate's record. Candldates cannot add files here. Attacl'ments are hrnlted to 5| ME in size.
gem—W._..._.—__....—_-.fl§5et-

Tut [families Mead Bit-

Lo cafe aux-abla-

n t Pue:1_____ofl i- 1"r all-EH”

 
Attached filfi on the Personal History Statement
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IQWelcorne and Introduction Managers and Investigators have a menu group for "Mv Cases". Investigators will have onlv this menu group for their cases. viewers will only.r have the option to vievrI Departmental cases, which is all cases.

@ Investigator Roles

I? Managing Candidates

El Elli Managing Cases

El Departmental Cases

Adding a Candidate

El Candidate Groups

Investigation Case Sages

@ Investigation Case Status

Inviting the Candidate

E Automated PHS Evaluation

Informed Consent Release Authorization

El Working Wiltt References
Consolidated Contact List

Inviting References

E Secondary References
El Questionnaires

@ Interviews and Questionnaires

Alerts

war List

El Red Flags

Reports

E Graphs

Ifi Managing Organizational Information

IQ Help and Support
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IQWeIcc-me and Introduction Dnlv Managers and 1-..I'iev.lers can viev.I Departmental Cases. All menu items here present information on all cases in vour department. Some of the menu choices provide information broken down lav Investigator.

Q Investigator Roles

Q Managing Candidates

E CE! Managing Cases

Mv Cases

E De artmental Case;

a Adding a Candidate

@ Candidate Groups

E Investigation Case Stages

@ Investigation Case Status

E Inviting the Candidate
@ Automated PHS Evaluation

Informed Consent Release Authorization

E Working Wid’i References
Consolidated Contact List

@ Inviting References

Secondary References

@ Questionnaires

Interviews and tQuestionnaires

Alerts

Wait List

E Red Flags

@ Reports

@ |Graphs

IQ Managing Organizational Information

9 Help and Support
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PDBITS ”55" 5 Manual Erld TECI'II'IICEII REfEI‘EI‘ICE PCIBl'I'S requires very little information to enter a Candidate because the Candidate will eventuallyr provide most of the information. Once the required information is entered and the record is saved. a new Case is opened.
Next, open the Candidate's record; switch to the Personal Historyr Statements taby 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 PCIBITS.

IQWelcome and Introduction ohm *

Q Investigator Rotes fir one or floor:

0 Managing Candidates

El lIt] Managing Cases
E My Cases more Name:
E Departmental Cases Last Harm-a
El ‘ClElll'I'IEI El Candidate Investigator? .v u.

Fist J‘larrie:'I

 

Candidate Groups Group Mane: v ‘3
E Investigation Case Stages Personal En‘ai: g

Investigation Case Status

El Inviting the Candidate Addinga candidate
Automated PHS Evaluation

@ Informed Consent Release Authorization

Working With References

E Consolidated Contact List

@ Inviting References

Secondary References

S Questionnaires

El Interviews and Questionnaires

@ Alerts

El Wait List

Red Flags

E Reports

@ Graphs

IQ Managing Organizational Information

IQ Help and Support
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IQWElcome 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 vierlnI Candidates that all share a particular attribute. If a Candidate is

IQ 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. F'CIBITS already has attributes for that which you
IQ Managing Candidates Will find more ”39M"
El Elli Managing Cases

My Cases

Departmental Cases

El Adding a candidate
E Candidate Grou as

Investigation Case Stages

@ Investigation Case Status

El Inviting the Candidate
@ Automated PHS Evaluation

El Informed Consent Release Authorlzation

El Working W'rth References
El Consolidated Contact List

Inviting References

El Secondary References
Questionnaires

E Interviews and Questionnaires

Alerts

Wait List

Red Flags

I3 Reports

E |Graphs

Q Managing Organizational Information

IQ Help and Support
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IQWelcome and Introduction Posrrs defines five stages for a case;

.9 Investigator Roles 1. Just In - PEI-BITS will assign this stage when the case is created.
Ifi Managing Candidates

_ 2. Candidate Update - PDEI‘I’S will assign the case to this stage when 1you invite a candidate to the system to update their Personal History Statement.
El lIll Ivianaglng Cases

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

la IElllflfg-Irtjlstrtr'nlental [335,35 4. Complete — The Investigator can assign this stage at any time. POBITS contains no logic to determine when a case is complete. .5. completed case remains visible in all normal candidate display lists.
Adding a Candidate 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

El Candidate Groups Candldetes.
@ IngeSthatlon {3.353 313.3. Note 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 
El Investigation Case Status to enter the system agaln to update Informationr the stage wrll revert to Candidate Update .

Inviting the Candidate

E Automated PHS Evaluation

Informed Consent Release Authorization

El Working Whit References
Consolidated Contact List

@ Inviting References

E Secondary References
El Questionnaires

@ Interviews and Questionnaires

Alerts

Wait List

@ Red Flags

Reports

E Graphs

IQ Managing Organizational Information

I% Help and Support
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IQWEIEDmE and Introduction A case in PGBITS 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.

IQ Investigator Roies Each completed investigative area credits the case Status with a 10% completion factor and the case starts out at 10%. 1i'i'hen all Investigative areas are marl-ted complete, the case status will be 100% and the Case Stage
.0: 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.
E| [:9 Managing Cases Furtherr PCIBITS keeps track. of opened and closed cases and case ctosure represents completed worlc. This is a metric that PDBI‘I'S will provide to management. Therefore, when cases are completed and the disposition is

MY Cases adjudicated, the case should be closed.
E Departmental lCases

Adding a Candidate

E Candidate Groups

Investigation Case Stages

@ investigation Case Status

Inviting the Candidate

E—‘i Automated FHS Evaluation

E Informed Consent Release Authorization

Working With References

El Consolidated Contact List

E Inviting References

Secondary References

El Questionnaires

@ Interviews and Questionnaires

@ Alerts

Wait List

E Red Flags

Reports

E Graphs

I? Managing Organizational Information

IQ Help and Support
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Contents | Index | Search

IQWelcome and Introduction Ev the time your organization decides to perform a background investigafion on a candidate, some relationship with the candidate has alreadv been developed. Your organization should make it a practice to inform

-@ Investigator Roma Candidates that theyr will be using an electronic svstem to complete their Personal History.r Statement so the-5.r will expect the email invitation. When the Investigator invites a candidate, the candidate receives an email with a
IQ Managing Candidates link to the POEilTS svstem and credentials to log in. The credential will expire:
El '29] Managing Cases 1- After 1'3 Dial-“S

My Cases 2. 1v'vhen the Candidate submits their Personal i-iistorv Statement

Departmental Cases 3. When their access is revoked bv the Investigator

El Addlng a Candidate The Investigator is able to monitor Candidate access to PCIEiITS so if several davs go bv with no activitv, the Investigator should guerv the Candidate to ensure they.r have received the email and are prepared to enter their
Candidate Groups information.

IHVEStIgatIfln {3353 Stages 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
Investigation Case StatUS first received for svstem access. It will extend their svstem access bv another 1D davs.

@ Inviting the Candidat .
Automated PHS Evaluation

El Informed Consent Release Authorization

Working Wiflr References

@ Consolidated Contact List

@ Inviting References

Secondarv References

IE Questionnaires

E Interviews and IQuestionnaires

@ Alerts

El Wait List

Red Flags

El Reports

@ Graphs

IQ Managing Organizational Information

lg Help and Support
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IQWelcome and Introduction Once the Candidate has completed and submitted their Personal History Statementr the Investigator can produce a report called PHS Evaluation. This is found in the drop down item selector at the top of the FHS main form.

lg Investigator [20:35 This report evaluates fl'le 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
.9 Managing Candidates PHS Evaluation Report. This report is an excellent tool to use as you begin your investigation.
El '29] Managing Cases

W Gases PHS Evaluation

Departmental Cases ®S Adding a Candidate CITY
@ Candidate Groups PflflCE

S Investigation Case Stages Daniel-Jams Faraday

@ Investigation C353 StfllUS mammmomemmnmmmmWWM“ndmmemrmm-.mmwmmwml Tumwflmnmmmmnms

Inviting the Candidate

* utomated PHS Evaluation Emm'm

Informed Consent Release Authorization H35 “9” FEW“ 9" W” ”'S'E'P'm- “W- t" li'Ei'lFi'Etle‘i'

Working With References “film
E Consolidated Contact List Has left a madame Mrs rent

E Inviting References Empiflrmnm

Secondary References Canoloate provided 2 preuhous empevmell need-rel

Questionnaires Has applied to other law entoroernent agencies

Interviews and Questionnaires Military

@ Alerts e not required to registerwim lhe Selective Service
Wait List unnamed HBWEH

Rad FlaQS Battery [use ottorce teen erratum

REFICIFIS Any other act amounting to a I'filStilEI'I'tElfl'IOI' within the past Seven years
Graphs undetected Felentes

9 Managing Drganizational Information pm my a“ amnm M a [Bier-r
fl Help and Support on; u"

a 2m Esau-lea Elo‘liwclr: amt-5mm u H35 “53d specific drugs “Willi the past 3'1 months

Has tried or used dnlgs Ilvitt'lin the past six n‘lontt'ls. but only under limited circumstances

Has engaged In certain acnll'itles Will] Illegal drugs or narcotics

Driving

Has been refined a driver‘s license

Has been il'nrctved in a Winter vehide accident within the past seven years

 
PHS Evaluation Report
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IQWeIcc-rne 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 have notarized. If they are able to scan the

-@ Investigator Roieg 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.

.0 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. A previous employer will likely not

B In Managing 03535 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.

My Cases

@ Departmental Cases

El Adding a Candidate

@ Candidate Groups

E Investigation Case Stages

El Investigation Case Status

E Inviting the Candidate
Automated PHS Evaluation

El Informed {loosent Release Authorization

S Working 1li‘uiith References
El Consolidated Contact List

@ Inviting References

E Secondary References
@ Questionnaires

Interviews and Questionnaires

Alerts

S Wait List

@ Red Flags

Reports

@ Graphs

IQ Managing Drganizational Information

Ifi Help and Support
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Q WEIC ome and Introd uction

IQ Investigator Roles

I? Managing Candidates

El lfill Managing Cases

El My Cases

Departmental Cases

El Adding a Candidate

Candidate Groups

Investigation Case Stages

Investigation Case Status

Inviting the Candidate

@ Automated F‘HS Evaluation

Informed Consent Release Authorization

@ Noticing With Reference:

El Consolidated Contact List

E Inviting References

Secondary References

Questionnaires

El Interviews and Questionnaires

@ Alerts

Wait List

Red Flags

El Reports

Graphs

Ifi Managing Organizational Information

IQ Help and Support
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In Ej-U 

The are seven tvpes of References in PEI-BITS:

1. Parents {includes all types of parental relationships}

2. Siblings {includes all type of sibling relationships)

3. Children (includes all types of child relationships}

4. Personal References [ail tvpe of personal and professional relationships]

5. Secondary.r References {persons vou encounter in vour investigation that were not offered bv the candidate}

6. Landlords

3’. Emplovers

The first five are all personal references and will complete the same questionnaire. Landlords and Emplovers each have a specific questionnaire suitable for their relationship to the Candidate. But collectively these individuals

are all References and are referred to as such throughout POBITS.

All of these persons [of majoritv age} are able to use PDBITS to complete a standard questionnaire suitable for their relationship to flae Candidate. Alternatively, the Investigator can create and complete a quesfionnaire for
the individual on the basis of their contact with the Reference.
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IQWEIC ome and Introduction The Personal Historyr 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. POBI'I'S simplifies the

-% Investigator Roles process by provided a consolidated list of contacts. At the top of the PHS formr the button labeled IContacts will produce a list of all entities to be contacted grouped by type, such as Reference, Parent, Employer, etc. Further,
IQ Managing Candidates each entityr 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.
E| [E Managing Cases If you find it useful, this list is easily printed or exported to a spreadsheet.

My Cases

Q Departmental Cases

E Adding a Candidate

Q Candidate Groups

Q Investigation Case Stages

Q Investigation Case Status

Q Inviting the Candidate
Q Automated PHS Evaluation

Q Informed Consent Release Authorization

Working 1With References

Q Consolidated |Contact Lis

Q Inviting References

Secondary References

Questionnaires

Interviews and Questionnaires

Q Alerts

Wait List

Q Red Flags

Q Reports

Q |Graphs

IQ Managing Organizational Information

I9 Help and Suppott

 

E 2E1EI =JSE'IES' Scr'twsr: amateur-lent. LLC

58  



59

 

 

 
I N n: m a 'l i n -: ll I u httpzimrvnvesdevllc.corrdpobitsihelpiindexhtml -[3.:. a-‘a-‘il

"I!"“IEII'II! 1 capture I _ .‘1Fea£l2l11

  

PDBITS User's Hanna! and Technical Reference

Contents I Index | Search ' ' ' .....

IQWElcome and Introduction Once the Candidate has completed their Personal Historv Statement in POBITS the Investigator will be able to review all of the information. Each Reference provided by the Candidate (which includes famile personal

IQ Investigator Roles references, landlords and past emplovers} can be "invited" to PCIEIFI'S the same wav a Candidate is invited. The reference receives an email with a link to the system and appropriate credentials. 1iI'iI'hen these individuals log
.% Managing Candidates into FDBITS, the'iir see onlv some basic instructional information and have access oni'gir to the questionnaire the'gir will complete. Once the questionnaire is complete and has been submitted, their access to P‘DBUS is terminated.
El ID Managing Cases

@ lvlv Cases

E Departmental Cases

Adding a Candidate

@ Candidate Groups

@ Investigation Case Stages

@ Investigation Case Status

@ Inviting the Candidate
Automated PHS Evaluation

E Informed Consent Release Authorization

@ WCII'I'EII'IQ With References
@ Consolidated Contact List

@ Inviting Reference."

@ Secondarv References
E Questionnaires

@ Interviews and Questionnaires

Alerts

Wait List

@ Red Flags

@ Reports

@ Graphs

IQ Managing rClrganizational Information

I% Help and Support
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IQ Welcome and Introduction A good investigative technique is to use the references provided hv the candidate to acquire other references that the Candidate rnav not have offered. Each reference that completes a questionnaire in PDBITS is asked to

lg Investigator Relies provide other reference and can provide as manv as they.r want. When thev do, they will automaticallv be adding to the "Secondarv References" list in the ICandidate's case file so it's possible vou mayr acquire some secondarv
.0 Managing Candidates references with verv little work. on your part. But as vour investigation progresses and vou discover secondary references on vour own, vou can add them under Secondary.r References on the Relatives and References tale of. the case file.
El '29] Managing Cases

My Cases

@ Departmental Cases

El Adding a candidate

a Candidate Groups

E Investigation Case Stages

El Investigation Case Status

E Inviting the Candidate
Automated PHS Evaluation

El Informed Consent Release Authorization

Working 1li‘ir'ith References

El Consolidated Contact List

Inviting References

@ Secondan References

@ Questionnaires

Interviews and Questionnaires

Alerts

E Wait List

@ Red Flags

Reports

@ Graphs

IQ Managing Drganizational Information

Ifi Help and Support
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Each Reference provided by the candidate can compiete a personal reference questionnaire on the Candidate. Questionnaires are specific to each type of reference. For example, a Landlord Questionnaire asks questions

about the Candidate's history.r as a tenant and an Emplover Questionnaire asl-ts questions about the Candidate's job performance and work ethic.

The goal should be to have each reference complete the on-Iine questionnaire by logging into PQEITS buts sometimes this is not possible. But it is possible for the Investigator to complete the questionnaire on the basis of an

interview, phone call, or email. At the bottom of each Reference's record is a list that contains quesljonnaires when completed, but there is normallv onlv one.

PDBl‘I’S assigns "ownership" to each questionnaire. If the reference completes the questionnaire in PQBITS, the information is "owned" by that person and cannot be changed by the Investigator. On the other hand, if the

Investigator completes lite questionnaire, the record is "owned" bv the Investigator who will have the abilit'n,r to change or delete the record.
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IGWelcome and Introduction PDBl‘I’S enables the Investigator to collect interviewiquestionnaire 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

IQ Investigator Roies 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
I? Managing Candidates 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
El '13 M . C Investigator can follow op with the interviewee and can optionaily begin another questionnaire in POBITS - this time to captures notes on a personal interview. POBITS knows the difference between a questionnaire

IaIi-Iitagtllng 3595’ completed by a party to the investigation and one completed by the Investigator. While each questionnaire asks the same questions, the Investigator is able to probe and follow up on the questions and may solicit other
3 'i" BEES responses.

'3 Departmental C3535 So the Investigator has choices. Hefshe can collect H16 electronic questionnaires and follow-up based on their own judgment or they conduct face-to-face {or telephone) interviews and complete a questionnaire themselves.
Ia Adding a Candidate 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
El Candidate Groups document the interview as much as possible.

@ In'i'ESflQatiL—J” C353 $3995 Bottom line: use PDEII‘I'S however it works best for you. We believe that personal interviews will always provide the best investigative information. We don't intend for PDBITS to eliminate the normal personal contact you
@ Investigation Case Status should have with various parties to an investigation but it's ultimately up to the investigator to work at the appropriate Ievei.

@ Inviting the Candidate
Automated PHS Evaluation

Informed Consent Release Authorization

Working With References
Consolidated Contact List

@ Inviting References

@ Secondary References
@ Questionnaires

E Interviews and Questionnaires

@ Alerts

E Wait List

Red Flags

@ Reports

El Graphs

IQ Managing Drganizational Information

IQHeIp and Support
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There are several activities which will generate an alert for the Investigator such as:

- The Candidate submits a PHS;

- a Relative, Reference, Emplover, or Landlord submits a questionnaire

- a Candidate is assigned to the Investigator

These aieris also generate an email to the Investigator.

Alerts are simplv internal notifications that an action has occurred that is of interest to the Investigator. Once it has been read, it can be deleted.
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IgWelcome 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 IJst item is automatically deleted. The Investigator

-@ Investigator [20:35 may also delete the Wait List item under the presumption Ihat the respondent will never respond to the request.

IQ Managing Candidates Dpen 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 lime.

El '29 Managing Cases

El lvi‘y Cases

Departmental Cases

E Adding a Candidate

Candidate Groups

E Investigation Case Stages

Investigation Case Status

E Inviting the Candidate
Automated PHS Evaluation

El Informed Consent Release Authorization

@ Working W'rlh References
Consolidated Contact List

@ Inviting References

Secondary References

l3 Questionnaires

E Interviews and Questionnaires

S Alerts

Red Flags

E Reports

@ Graphs

IQ Managing Drganizational Information

lg Help and Support
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IQWelcome and Introduction The Red Flag is available on most invesljgative items. IWhen anv issue arises that gives the Investigator concern; the Red Flag item should be checked. In POEITS, it is verv easy to find and review all Red Flag items at a

.9 Investigator Roles glance so this is an excellent way.r to highlight anv issue that might be potentially.r disqualifying. The Red Flag button at the top of the Personal History Statement form will displav a list of all Red Flag Items.

fl Managing Candidates

El QII Managing Cases

See all Red Flags

 
W {33535 'tfiW—i

@ Departmental {33533 . Selllaat'ope-ellc" ."" 3:. as." fiance .Cclrllcli %Wfl_ qfldfiags Elm”:
Adding a Candidate

El Candidate Groups

Investigation Case Stages

@ Investigation Case Status fies-ding all Red Flags

Inviting the Candidate

E Automated PHS Evaluation

l3 Informed Consent Release Authorization

Working Wim References

@ Consolidated Contact List

E Inviting References

Secondary References

@ Questionnaires

@ Interviews and Questionnaires

@ Alerts

Wait List

El

Reports

El Graphs

IQ Managing Organizational Information

IQ Help and Support
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IQ Welcome and Introduction To be developed...

fl Investigator Roles

Q Managing Candidates

El Elli Managing Cases

El My lCases

Departmental Cases

El Adding a Candidate

@ Candidate Groups

Investigation Case Stages

@ Investigation Case Status

Inviting the Candidate
Automated PHS Evaluation

El Informed Consent Release Authorization

E Working With References
El Consolidated Contact List

Inviting References

E Secondary References
Questionnaires

El Interviews and Questionnaires

Alerts

El Wa it List

Red Flags

'3 RE! ujr‘ES

Graphs

I? Managing Organizational Information

IQ Help and Suppott
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IQ Welcome and Introduction To be developed...

fl Investigator Roles

Q Managing Candidates

El Elli Managing Cases

El My lCases

Departmental Cases

El Adding a Candidate

@ Candidate Groups

Investigation Case Stages

@ Investigation Case Status

Inviting the Candidate
Automated PHS Evaluation

El Informed Consent Release Authorization

E Working With References
El Consolidated Contact List

Inviting References

E Secondary References
Questionnaires

El Interviews and Questionnaires

Alerts

El Wa it List

Red Flags

@ Reports
a

I? Managing Organizational Information

IQ Help and Support
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IgWEIEomE and lntroductlor‘r Organizational information can onl'gir be modified by Investigators in the Manager role. All organizational information is managed under the Main Menu item labeled Manager Tools.

fl Investigator Roles

Q Managing Candidates

IQ Managing Cases
El Efll i-.-'1ar'|aoino_ IIIiIr' anizatlonal In formation

Add New User

@ Managing Users

Organization Setup

El Add New Position

@ Manage Positions
9 Forms

I? Help and Support
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IQWelcome and Introduction To add a new user (Investigator), select the New User item under the Manager Tools menu.

fl Investigator Ftoies Rules:

Q Managing Candidates

Ifi Managing Cases

El till Managing Organizational Information . . . . . _ _ . . . . . _
- If vou are simplv replacing one Investigator with another, It is eaSIest to simplv change the Investigator s name in the svstem to that of the replacement Investigator.cl cl N ew Use

Managing Users
5 . _- Organization Slam!) Each Svsten'i User can be a viewer. Investigator, or Manager. viewers can view
a Add New PDSmfl-n anig.I information in F'GBITS but cannot enter or change anything. Investigators can

. _ . create candidate records and perform all aspects of a background investigation.
Manage POSITIONS Managers are Investigators who can also create other user accounts and viewI

organizational statistics.
é Forms .

lfi Help and Support I . m,"
— Role? Invescigator ? a.

- A user can be a Manager, an Investigator, or a viewer. See the topic on user roles for more detail.

- Your subscription limits the number of Managers and Investigators vou may have but vou can create an unlimited number of ‘v'iewers.

 
E 251'] Essa-flu: Softwarejn-eluarnmt. LLE
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IQWelcome 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. [in the right end of the list are action links for Invite and Revoke. Use these links to Invite the

IQ Investigator Roles Investigator to the system or to Revoke system privileges.

9 Managing Candidates Rules:

IQ Managing [33535 - Managers cannot have their system access revoked.
El Efll Managing Organizational Information - 1il'uihen you Invite an Investigator, their login password is reset. This is how you reset a password for a user.

Add New User

IE l'v'lar'iaging User."

E Organization Setup
El was New Position

@ Manage Positions
Q Forms

9 Help and Support

- 1r'u’hen a user is Revoked. their account: still counts as an active account For your subscription.
 

fine concept for system users is that you may want to have a contract investigator use your system. If sor you can revoke their system privileges when not needed.

E Eli-10 Enen‘tié Sufiwure Dmelugmrl.‘ LLC
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IgWalcome and Introduction Organization Setup includes the following information to be managed my an account manager:

Q Investigator ROlES Subscription details. This is read-only information regarding the details of your subscription to the system.

IQ Managing Candidates Cirganization 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
Q Managing Cases keep the image at around 251) by 2E1) pixels. If you have difficulty attaining this, contact PDBITS sup port.

El '29 Managing Organizational Information Drganization details. This is basic contact information for you organization. Most of this information is used when sending automated messages to candidates and references.
El

a Add “‘3'“ USE Locale. This is where you declare your time zone and include your state name spelled out. The PCIIBITS server is set to Eastern time and is updated for daylight sayings time. Whenever PDBI‘I’S places a time stamp on a
Mganalng “Berg record, it will adjust for your time zone based on the vaEue you enter here. Simply enter a number, positive or negative, that represents your time zone relative to the PCIBITS system time. Think of POE-ITS system time as

@ '-_'FIEH‘IIEE-lt|¢21i'l bE’EU zero. In that case, California time would be -3, three hours less than Eastern time.
@ Add New Position

 

Blank Forms. Create a list of forms that will be provided to each candidate. Uptimally, these should be Acrobat forms or MS 1v'u'ord documents wifl'i fill-in fields. These should be forms that you want every candidate to

@ Manage PUSi'tlDrIE 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
I? Forms they do not have such access, then the completed forms can be delivered to the Investigator for upload. Note that today's network copiers often include the ability to scan to email, in which case the recipient receives a PDF

Q Help and Support dflcumenta
Blank Form Rules:

E Ell-1'] Emu-Itas- Snitwarc deuamrl. LLE

- 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.

- 1v'u'hen 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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IgWelcome and lntroductlur‘r As a 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.

fl Investigator RDEES ri'hrere is currenii'y' no funcijonality that uses. the distinction of a position being fluorn or not. In the future, this may include Ute use of different apciicafions or Personal History Statements.

Q Managing Candidates

Ifi Managing Cases

El l:lli Managing Organizational Information
Add New User

E Managing Users

Organization Setup
dd New Positior

E Manage Positions
Q Forms

I? Help and Support
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I?Welcome and Introduction 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.

% Investigator Roles

Q Managing Candidates

IQ Managing Cases

El lZilll Managing Organizational Information
Add New User

Managing Users

E rCllrganication Setup
Add New Position

Manage Position."

Q Forms

Ié Help and Support
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IQWeleorne and Introduction Your organization can crate any number of forms for completion by the Candidate. All forms in your Blank. Forms library are copied to dte Candidate when a Candidate record is created. Cince copied to the Candidate, we refer

IQ Investigator R0533 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.

lg 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

Q Managing [335,35 format as fill—in forms.

El E0] Managing lCinganizatior‘ial 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
E] Add New Uger all Candidates will have the ability to scan an image, though this only requires a scanner which is a fairly common piece of technotogy.

Managing Users 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.

@ Organization Setup
Add New Position

Manage Positions

El '29] Forms

The Forms Conce :

@ New Blank Forrn

E Manage Blank Forms

Ié Help and Support
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IgWEICDmE and Introduction Blank forms are forms that you want each of your candidates to complete.

.0 Investigator Roles The data screen for creating a blank form includes a checkbox labeled "Display.I on Questionnaires". Forms with this item checked Wlll appear on me questionnaires completed by References, Relatives, Employers, and
IQ Managing Candidates Landlords. In effect, fl'iis is horn.I they can view We Candidate's Consent Release Authorization form. la"ou can check fl'iis box for any.I forms that you want to appear for the third parties listed above.

9 Managing Cases

El CE! Managing rClrganizational Information
@ Add New User

Managing Users

E rC‘Jrgranization Setup
Add New Position

@ Manage Positions
El [:9 Forms

E The Forms Concept
New Blank Form

Manage Blank Forms

Q Help and Support
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IQ Welcome and Introduction Use the Manage Blank Forms function to change or delete blank forms.

9 Investigator Roles

Q Managing Candidates

I? Managing Cases

El Ill] Managing Organizational Information
E Add New User

@ Managing Users

Organization Setup

@ Add New Position

@ Manage Positions
El '13] Forms

@ The Forms Concept
New Blank Forrri

E Manage Blank. Forms

Ifi Help and Support

 

E 251'] Emu-Mai: Slot-var: Judgment. LLE

76  



77

it” "-' ”i“ .3. (3 g,

“Elulllmllllfl 1capture I . “ P I] n1Feo2|2|11 25'“: . 2-312 VMfl-fis re

  

 

  PDBITS User's Manual and Technical Reference

Contents l Index | Search

IQWelcome and Introduction The On Line Help menu item will clisplai...r this help system in a searchabie format on a tab within the POBITS application.

é Investigator Roles

Q Managing Candidates

IQ Managing Cases

El Ill! Managing Organizational Information
El Add New User

El Managing Users

El rCirganization Setup
Add New Position

El Manage Positions
El '20] Forms

El The Fonns Concept
New Blank Form

Manage Blank Forms

El [I2] Help and Support
El [in Line Hel

Support Forums

El User’s Manual and Technical Reference

@ Training
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IQWelcome and Introduction Support forums are a monitored bulletin board style forum. Users can post questions, request features, and even respond to other users in a user—to—user mode. This may be beneficial when an end—user's question is

Q 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 onlyr so the board
.0 Managing Candidates can rdentrfy you and form your user experience, such as Items read or not read. All Internet forums operate In this manner.

9‘ Managing Cases

E Eli Managing Organizational Information
@ Add New User

Managing Users

@ Organization Setup
El Add New Position

@ Manage Positions
El [E Forms

@ The Forms Concept
New Blank Form

Manage Blank Forms

E '23 Help and Support

@ On Line Help
Eiu nor-t Forums

E User’s Manual and Technical Reference

Training
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IéWElcome and Introduction The User's Manual and Technical Reference will display a PDF 1version of this document. This document is highly organized with a Table of Contents and Index and for some users, mayr be a better reference for use of the

Q Investigator Roles WHEN-

9 Managing Candidates

IQ Managing |Cases

El [D Managing |IZIIrganizational Information
Add New User

@ Managing Users

E Organization Setup
@ Add New Position

@ Manage Positions
El E9 Forms

@ The Forms Concept
@ New Slant: Form

@ Manage Blank Forms

El [I3 Help and Support

E On Line Help

Support Forums
=Jser's Manual and Technical Referene

Training
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IQWelcome and introduction This menu item opens a tab with linlcs to a series of short demonstration videos on using FOBITS. Taken as a whole; these training videos provide ample introduction to all aspects of the system and should provide all of the

Ié IHVESIFQEH‘JT RUlES initial training a new user should need. For questions that are beyond the scope of the on-line help or user trainingr we encourage the use of We Support Forums where specific questions and requests will be answered by our
Q Managing Candidates support staff.
Q Managing Cases

El CE! Managing Organizational Information
Add New User

a Managing Users

@ Organization Setup
E Add New Position

@ Manage Positions
El [D Forms

@ The Forms Concept
New Blank Form

Manage Blank Forms

E Cid Help and Support

@ [in Line Help

Support FonJms

E User’s Manual and Technical Reference
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