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FIRST ADVANTAGE: EDITING SUBJECT DETAILS

The following instruction guide covers how to use the First Advantage system to edit Subject details.

NAVIGATION
Login into myUFL and navigate to:

Nav Bar > Main Menu > Human Resources > Recruiting > Background Screening

1. Click the Background Screening link. Please note: this page describes which package you should use for your hire.

Background Screening

Important Note:
The University of Florida partners with First Advantage to complete background screenings. This does not replace FBI and 435 Livescan. For FBI and 435 Livescan, please
contact UF Human Resources.

Be sure to select the correct package for your candidate. Please refer to the following reference to guide you in picking the appropriate package. Hiring department may incur the cost for
selecting incorrect package

Basic+Edu+Exp Verf
This package Is specifically for Salary/Regular faculty, TEAMS, Adjuncts, and PostDoc who are new of retuming to UE. This type of check includes criminal screening,
verifying highest level of education (including high school diploma), verifying last 10 years of employment, and global sanction list, including U S. terrorist list

Basic
This package is specifically for OPS staff, students, and graduate assistants. Only criminal screening is conducted for this package
(Optional)This package can be used to conduct criminal background check on UF employees transferring from one department to another on the same salary plan (ie. TEAMS to
TEAMS)

"

Edu+Exp Verf
This package is only for Salary/Regular faculty, TEAMS, Adjunct, and PostDoc hires who are new or returning to UF and wil go through FBU435 Livescan check First Advantage will
not be conducting FBI or 435 livescan. Hinng departments will still need to conduct these types of checks through UFHR.

This package is also used for OP$ staff, students, and graduate assistants hired into Salary/Regular faculty, TEAMS, Adjuncts, and PostDoc position

2. After logging in with UF Single Sign On, a Notice appears. Click | Agree.
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3. Alerts & Notifications may appear to provide system updates on possible downtime or delays. Click the Continue

button.

You hove 1 system

e,

4. Click the Profile Advantage Subheader to expand the menu. Profile Advantage allows you to manage your

candidate profiles and background orders.
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5. To edit information about a candidate, select Find Subject.

f

8 Profile Advantage

M

»_Find Subject
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6. Using whatever search criteria you would like, enter information about the candidate. For this example, the First
and Last Name fields will be filled with jill and test, respectively.

. First Advantage | £nierprse Advantage
T
Weicome Holly Wood
Account #:108334  User ID:HWOOD
f (<] Search Subject
_ Search Subject
Y
B  Profile Advantage :
Sz -
__»_ Now Subjsct
» Fing Subject N
Emai Address
Prafik: 10
Aot e o
! Need Help? Live Chat» From 24112019 @ (DD/MMM/YYYY)
To 23/Augi2019 m {DD/MMM/YYYY)
Select Recruiler @
Subject Type [#
Prafile Status Al-Except Deleted v
Limit To I Batch |l Rescreen
Ordar Stalus I} Not Ordered |0 In Progress  |) Completed
Pasting Requisiticd (if any)
Adtisonal Nale
i Search by - - Refarencs Flaide 0
Depiriment Nasme
7. Scroll down and click the Search button.
Type of Pozian v
¥ other, then specify
Vi
Reazon for Screening v
PR - ) [ S—
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8. Click your Subject’s name. Please note that if the Profile Status column lists “Started”, you will not be able to
make changes. This Subject is listed as “Not Started” so we can make changes:

’ First Advantage | Enierprse Advaniane
T

ol s

Account #:108334  User ID:HWOOD © Instructions ¥

]

]

Search Subject Ssarch Resulta

Search Results
Y
@ Profile Advantage

o
o

» New Subjsct Page |1 W of 1 Actions | Selecl v
b Find Subject

O Employment Screening

angae g Vasored Mo

0 Administration
B Teat, Jit 21(Aug2018 21(Aag2018 Started Nt Ordered

Test, Jill

* NOTE: Entry contains at least ane Derogatory Rasult

Q rep

© Reports

9. To make changes, click the Actions dropdown.

Search Subject Search Results L
Test, Jil
s Profile ID: §TFGSKM2P8

W Profile Status: Not Started
[2) EATESTINGEMAIL+127T1@GMAIL COM

=]
o

Profile Owner

Cansent Pending
Client ID 108334 Cormumar Repart V’\‘:L S
Inited Date 21402015 e
Updaled Date 230Aug/2018
Reminder Sent

Profis ID Profis Owner Dats Profie Status Order Statuz Copled from ID

BTFESKM2PR 21/Aug2018 Not Startad Not Ordernd

10. Click the View/Edit Details list item.

Actions | Select Action v

Select Action
. i Emai Subpct
2 Lo

c‘,r-,l View/Edit Detals
o L

Cotemy MR REAT Aviabie
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11. Click the Edit button.

i Vieweststans [}

oc: msl ¥ CC: i
 Ontor Information o
Psting Requisiiont (1 any)
Adssons Nte
v
SubjoctType Profiie

BASIC+EDU+EXP VERF

Department Name ®

.

12. In this example, JillI's email address is incorrect. Click the Email Address text entry field and correct the email
address. In this case, jill.test1234@gmail.com will be entered.

Ema Address ®

Addoral Nole

i ViewEdt Dotatis

# Emallinformation e -
Fist rame (gven name) ® gl
Lustname (famiy name) & Test

EATESTINGEMAIL+1871@GMAIL.COM

i CC: Recruiter on Invitation Emal. 0 CC: Recruiter on Reminder Emasl

Pasting Requisiiont (i any)

13. Click the Save button.

 Ordor Information o

Posing Requisitiont (f any)

Aditond Note

Expectad Arrual Salary Curency | USD ¥,
Subjoct Type Profiie
BASICHEDUSEXP VERF
RS-~ 0
Degustment Narme # adl
4
Oepestment 1D ® =
v
[ plece—

Training and Organizational Development

Human Resources

University of Florida, Gainesville, FL 32611

Updated: February 22, 2022

Page 5 of 8



Training & Organizational
UF Development UF myUFL

Human Resources ]
UNIVERSITY of FLORIDA First Advantage

14. Click the OK button.

i Mofica 0

Subject details have been successiully updated

| oK l
. .
15. Jill's email address has been updated.
’ First Ad ge | Enterpnse Advantage
T
Weicome Holly Wood
Account #:108334  User ID:HWOOD
s . 9
& (<] Search Subject Search Results
Q Home Test, Jill
P Profile 1D: 6TF6SKM2PB
» New Subject Actions | Select Actan v
» Find Subject — ro 3 :
e—
© Employment Screening
Profile Ownes TANYA ZOELLNER Corriatt
B Cent ID 108334 o
IniSated Date 21iAugi201s
Updaled Date 230AugI2015

Profie 1D Profis Owner Date Proms Status Ordar Status Copled from ID
BTFESKMZPR 21iAu2018 Not Started Not Ordered

‘ Need Heip? Live Chat»

16. One more thing that you may need to do is to resend the Subject’s Invitation Email. To do this, click the Actions

dropdown.
scton
=
Cansent Pending
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17. Click the Resend Invitation Email list item.

Resend Invitation Erai

Carz

Oelelr Subjpct
T TR

S Avisiabla

18. Click the Resend Email button.

19. Click the OK button.

Are you sure you want Lo resend the invitation email to Jill Test?

== e

The invitation email containing a new profile link has been sent Lo il Test,

20. If you need to cancel the order, click the Actions dropdown.

{Applicant e
2PB

Search Subject Search Results

Test, Jill

y  Profile ID: 6TFGSKM2PB

WS Profile Status: Not Started
[ jill test1234@gmail. com

Actions _Sbe:'. Actian v

it Document Status

Profle Qwnes Coeenl
Clienit ID 108334 Coomumer Report
InSasted Date 21iAugi2018

Upcated Date 231Aug/2015

Reminder Sent

Profis Owner Date Profiie Status Ordsr $tatus Copled from 1D
Nct Started Not Ordered

Profiie 1D

ETFESKM2PE

21iAug2019
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21. Click the Delete Subject list item to cancel the order.

Actions ‘ Setect Actan v

Emai Subject
Resend Invitason Errad

22. Click Delete.

i Confirmation Required

Are you sure you want to delete Guy Wagner? The subject status will be marked as "Deleted”. Order data will still be available.

Delete Cancel
=

23. The Subject has been marked as “Deleted” in First Advantage. Click Close.

The profile status will be marked as deleted. Order data will still be available.

Close

For additional information on First Advantage, please visit the UF Hiring Center’s Prepare An Offer webpage.

For all other inquiries, please contact the UF Human Resources Criminal Background Check team:
352-392-2477

HRSBackgrounds@admin.ufl.edu
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