EMPLOYMENT SCREENING APPLICANT GUIDE

HORIZON

PRIVATE INVESTIGATIONS - BACKGROUND CHECKS

Background Screening
Applicant Guide

A step-by-step guide to completing your secure online application.

ESTIMATED TIME Most applicants complete the application in approximately 10-15 minutes.

Your employer has partnered with Horizon Background Screening to complete your background
screening securely and efficiently. This guide will help you move through the AMC Portal and avoid
common delays.

Please read each screen carefully and review your information before submitting.
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Before You Begin

Gathering a few details first can make the application faster and easier.

Have these items nearby:
¢ Your legal name and current address
» Previous addresses, if requested
* Employment and education history
» Professional licenses or certifications, if applicable
e Any documents your employer asked you to upload

HORIZON TIP Use a computer or tablet if possible. The portal is mobile-friendly, but longer work and
education histories are often easier to enter on a larger screen.

IMPORTANT Set aside enough time to finish without rushing. Read each screen and make sure all
required fields marked with an asterisk (*) are complete.

Not every applicant will see every screen shown in this guide. What appears depends on
the screening services selected by your employer.
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STEP 1 Open Your Invitation

Use the secure link provided by your employer or Horizon Background Screening.

Custom logo for each of your client's

Simple log-in screen

ABC Manufacturing

Please enter your Personal Information in the fields below to
gain access and begin this application process. Thank you.

Login

First Name
Last Name

Email

Trouble logging in? Help

Access Code

Please enter the access code you received via email.

Access Code *
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First Name
Candidate
Name

Email

myemail @email.com

» Enter your first name, last name, and email address.
» Enter the access code if one was provided.
» Select Login to begin.

HORIZON TIP Your name and email must match exactly what your employer entered. Use your legal
name—not a nickname.

COMMON MISTAKE Trying different spellings or another email address can prevent access. If the
information does not match, contact your employer.
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STEP 2 Agree to Electronic Processing

The first screen explains how documents and signatures will be handled electronically.

ESIGN Act Disclosure and Consent

-

paper copy of any electronic record(s) please contact ABC Manufacturing Ao
704-282-2320. A fee may apply

Hardware and Software Requirements to Access and Retain Electronic
Information

In order to access and retain electronic records you must have

(i} a personal computer or other device which is capable of accessing the Internet.

Updating Contact Information and Withdrawal of Electronic Acceptance

s You may always update your contact information by contacting ABC
Manufacturing 704-282-2320.

+ [f you choose to proceed with the use of electronic records please note that
you may withdraw your consent to the records being provided or made
available in an electronic form at a later time by contacting ABC
Manufacturing 704-282-2320.

-
. By checking the box, | agree to conduct the background screening process electronically .
Signature:
‘ CANDIDATE ‘ Middle Name ‘ ‘ NAME ‘
[ 06/10/2025 ]
CLEAR

W

T mem

» Read the Electronic Signature disclosure.
» Complete any required signature fields.
» Select the acknowledgment and continue.

WHY WE'RE ASKING Your consent allows you to review and sign required documents electronically
during the application process.

COMMON MISTAKE Scrolling past a required acknowledgment or signature field. Make sure each
required item is completed before selecting Next.
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STEP 3 Complete Your Personal Information

Enter accurate information in every required field.

Fast-Tracking Your Verification!

Personal Information

st Name

CANDIDATE ‘ ‘ Middle Name

‘ ‘ Last Name*

MNAME

Add additional/maiden names +

Street Address *
123 Main St #

Apt,Suite, Unit,or Floor #

(o

Zip-Coge
28210

City State ®
Charlotte NC

Mote: All Pll collected for your background check will remain confidential and will not be shared.

01/01/1930

E-mail Addrezs * e

{ myemail@email.com - ‘
Phone

l (704) 555-1234 i ]
S5N =
999-99-9999

{ DLOBMMDDTYYY)

Please dlick the "Browse" button below to browse for the file that you would like to attach
to this order. Mote: You are required to select at least one valid file and enter an associated
description to successfully complete the attachment process and submit the form.

Max file size : 10 MB

» Use your full legal name.

e Include apartment or unit numbers in your address.

» Double-check your date of birth and Social Security number.
« Add previous names or addresses when requested.

WHY WE'RE ASKING Accurate identifying information helps Horizon distinguish your records from
those of someone with a similar name. Providing your Social Security number does not affect your
credit score.

COMMON MISTAKE Leaving out an apartment number or entering a nickname can create delays or
make records harder to identify.
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STEP 4 Review the Disclosure and Authorization

Federal law requires your employer to provide certain notices and obtain your permission

before ordering a background report.

Your Trust Matters!

Disclosure

-

information, is necessary.

\

be advised that the nature and scope of the most common form of investigative
consumer report obtained with regard to applicants for employment is an
investigation into your education and/or employment history conducted by FRS
eClipse at Voice: (704) 282-2320, or another outside
organization. The scope of this notice and authorization is all-encompassing,
however, allowing the Company to obtain from any cutside organization all
manner of consumer reports and investigative consumer reports now and
throughout the course of your employment to the extent permitted by law. You
should carefully consider whether to exercise your right to request disclosure of
the nature and scope of any investigative consumer report.

| hereby consent to your obtaining the above information from ECL Test Site 5212
Concord Highway Monroe, NC 28110, https://fresoftware.com/. | understand to
aid in the proper identification of my records personal identifiers as well as other

| understand that | am being provided the “Summary of Your Rights Under the
Fair Credit Reporting Act” prepared pursuant to 15 U.S.C. Section 1681-1681.

This Disclosure and Authorization form, in electronic, faxed, or photocopied form,
will be valid for any reports that may be requested by the Company.

1

@ ¥ checking this box. | affim that  have read and agree 10 the Disclosure Regarding Sackground

Investigation.

Signature:

Mamse *
CANDIDATE NAME

[ 05/10/2025

» Read each document before continuing.

« Complete the required acknowledgment or signature.
« Continue only after all required fields are complete.
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Your Trust Matters!

Authorization

-~

IMPORTANT - PLEASE READ CAREFULLY BEFORE SIGNING

| hereby authorize the obtaining of "consumer reports "and/or "investigative
consumer reparts "by the Company, "ECL Test Site 5212 Concord Highway Monroe,
MC 28110" at any time after receipt of this authorization and throughout my
employment, if applicable. To this end, | hereby authorize, without reservation, any law
enfarcement agency, administrator, local, state or federal agency, institution, school or
university (public or private), information service bureau, employer, or insurance
company to furnish any and all background information requested by ECL Test Site
5212 Concerd Highway Monroe, NC 28110, another outside organization acting on
behalf of the Company, and/or the Company itself. | understand that by agreeing
below, that | am signing the Authorization form directing the background check as
described in the disclosure.

By checking thiz box, | hereby authorize the obtaining of “consumer reports” and/or “investigative
consumer reports” at any time after receipt of thiz authorization and throughout my employment , as.

applicable.
Signature:
Mame *
CANDIDATE NAME
Date*
06/10/2025

¢ Review the authorization carefully.
e Complete each required signature or acknowledgment.
e Confirm that all required fields are complete before continuing.

HORIZON TIP Do not rush through these screens. They explain your rights and how your information
may be used.

IMPORTANT Giving authorization allows the background screening to proceed. It does not mean
Horizon makes the hiring decision—your employer does.
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STEP 5 Review Your Rights and State Notices

The portal may provide the FCRA Summary of Rights and notices required by your state.

Your Signature, Your Trust!

Summary Of Rights

. By checking this box, | affirm that | have received my FCRA Summary of Rights Above.

Signature:

Name ™
CANDIDATE NAME

Date*
05/10,/2025

» Open and review each notice presented.
« Select each required acknowledgment.
» Choose whether to request a copy of your report if that option appears.

HORIZON TIP Not every applicant will receive the same state notices. The portal displays the
documents that apply to the information provided and the employer’s setup.

COMMON MISTAKE Missing a required checkbox near the bottom of a long notice. Scroll through the
entire screen before continuing.
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STEP 6 Complete Any Additional Forms

Your employer may include supplemental notices, releases, or company-specific questions.

1tal Release and/or Disclosure Forms to move to ti
If not this step will be skipped completely.

Your Signature, Your Trust!

Supplemental Release / Disclosure

i e e e
information requested by FRS eClipse 1108
Skyway Drive Monroe, NC 28110, Voice;

(704) 282-2320, another outside
organization acting on behalf of the
Company, and/or the Company itself. |
understand that by agreeing below, that |
am signing the Authorization form
directing the background check as
described in the disclosure.

By checking this box, | affirm that |
B tavereadand 2gree to the terms as
stated.

Signature:

[ ar-didate

Middle Name

| VNN || WS | Wmm——

|
=
5

1/ 19;"0*4

* Read the form carefully.
» Complete any required signature or acknowledgment.
» If no supplemental form is required, this step may not appear.

HORIZON TIP Only upload documents when requested. Make sure every image is clear, complete,
and easy to read.

COMMON MISTAKE Uploading a blurry photo, a cropped document, or the wrong file can slow the
process.
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STEP 7 Enter Education and Employment History

You may be asked for one or both sections, depending on what your employer ordered.

Required fields are marked with a * asterisk.

Required fields are marked with a * asterisk.

Your Journey Mattars—Tell Us Abourt It!
m Your Journey Matters—Tell Us About It!
Education SNNNNSNNNNNTS
Add ancther education — Employment
Add another employment -
=S
Option to not allow contact of employer
iducation x || Edit Education
nployment * (| Edit Employment
| | o Dt [ Please ao net contact this employer
| I 85 in Peychaloay 4] [..;Km,,ﬂ
i = . [ e
= = [ I ooz o | | nsoes
e g mwmorr. | | Endoswpanioon, J
iy O M £2018 n} ‘ 05/30/2020
(= ] l Manage staff
J l Cambridge } ‘ Ma
I | Bomees
More than one school can be added if needed. . [
Ovmer
Education ] [
BS in Psychology ’ ] [ =
Psychology
] [ 7045551234
Add another education —

» Enter the official school or employer name.

e Use accurate attendance and employment dates.

e Add another school or employer when needed.

¢ Answer any permission-to-contact question carefully.

HORIZON TIP Keep your résumé nearby, but check it for accuracy. If exact dates are unavailable,
provide your best honest estimate.

COMMON MISTAKE Entering dates that conflict with your résumé or leaving out information
requested by the employer.
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STEP 8 Review and Submit

This is your opportunity to correct information before sending the application.

Review Information

Personal Information : \ ra

-

First Name : Candidste

Middle Name :

Last Name : Mame

Address Linel : 123 Main Street
Addrascs Line2 ©

Zip Code: 25210

City.State : Charlotte NC

Email : myemail@email.cam
Phone : 7045551212

S5N : 929929350

Date-Of-Birth ; 1990-01-01

Education : r

School: Harvard
Degree: ES in Psychclogy

Meajer: Paychology

Employment : r

Employer: Microsoft

Ending Title: C5 Manager

Professional Licenses : F

r
License Type: Cloud-Azure

Valick: 09/17 - 08/21

License Type: CONA-Cisco

Valick 03/17 - 09/21

* Open each section and check the information.

« Correct spelling, dates, addresses, and contact details.
« Complete the final certification.

e Select Submit and wait for confirmation.

HORIZON TIP Taking a few extra moments to review your information can prevent delays later.

COMMON MISTAKE Closing the browser before the confirmation appears. Your application is not
complete until you see the submission confirmation.
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You're All Set!

Once the confirmation screen appears, your application has been submitted.

Thank You!

Your form has been submitted

What happens next?

Horizon begins processing the screening services requested by your employer.
You will receive copies of documents you electronically signed.

Your employer will be notified that your application was submitted.

Your employer or Horizon may contact you if additional information is needed.

The completed report is provided to your employer. Your employer—not Horizon—makes all
hiring decisions.

HORIZON TIP Watch your email, including your spam or junk folder, in case additional information is
requested.
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Common Questions

Quick answers to questions applicants often ask.

Will this affect my credit score?

No. Providing identifying information for an employment background screening does not lower your
credit score.

How long will my screening take?

Application entry usually takes 10-15 minutes. The screening itself varies depending on the services
ordered, jurisdictions searched, and response times from schools, employers, courts, or other
sources.

Can | save and finish later?

If the portal permits it, use the same secure invitation link to return. Completing the application in one
sitting is usually easiest.

What if | made a mistake?

If you have not submitted, return to the review screen and correct it. If you already submitted,
contact Horizon and explain what needs to be corrected.

Can I receive a copy of my report?

You may request a copy of your completed report by selecting that option when it appears in the
portal. Additional rights may apply under state law.

Who decides whether | am hired?

Your employer makes all employment decisions. Horizon provides background screening information
and does not make the hiring decision.

'HORIZON. Beyond the Database. Verified at the Source. Page 14



EMPLOYMENT SCREENING APPLICANT GUIDE

Need Help?

Contact the right person so your question can be answered quickly.

QUESTIONS ABOUT THE POSITION OR HIRING PROCESS? Contact your employer.

QUESTIONS ABOUT THE APPLICATION OR A TECHNICAL ISSUE? Contact Horizon Background
Screening at info@horizonscreening.com.

Before contacting Horizon, please include:
* Your full name
e The employer's name
» A brief description of the problem
» A screenshot of the message or screen, if possible

PLEASE REMEMBER Do not email your Social Security number, date of birth, driver’s license, or other
sensitive personal information.

Thank you for taking the time to complete your background screening. We wish you the best
throughout the hiring process.
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