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PRIME

Information Center

MISSION STATEMENT & CORPORATE VALUES

Our Mission Statement

To be the most time-honored, innovated screening company nationwide. Committed to
honesty, resourcefulness, and 100% client satisfaction. To be a leader in the responsible
use of information, and to pledge that we have the proper balance between society's
right to know and the individual's right to privacy.

Our Corporate Values

. Integrity

. Commitment
. Quality

. Trust

. Service



Prime Information Center

A Professional Background Screening Company

Welcome...

Prime Information Center has designed an easy to follow Guide to

Pre-Employment Screening on how to get to our website and to maneuver within
the program as well as other helpful information.

In the Training Session, you will be shown how to order a request, monitor the
progress of your requests, retrieve results and archive results for accessing at a
later date. You will find that the Training Session is very informative and will allow
you more ease when going online to submit and retrieve the information you
need.

The following pages of the Training Session should be read at least once, all the
way through, so that you have a better understanding of how the program works
and what information is required in order to complete your requests.

We hope you find the Guide to Pre-Employment Screening helpful and thank you
for using Prime Information Center, Inc. for your background screening needs.



Prime Information Center

A Professional Background Screening Company

Important Information

Prime Information Center 281-859-9220

IT Department ext. 102
Sales ext. 101
Billing/Invoicing ext. 601

7062E Lakeview Haven Drive, 5te. 120 * Houston, Texas 770035 * 281.850.0220 Fhone * 281,850,381 Fax* info@ primeHQ .com E-mail
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Let’s Get Started....

Go to Prime’s Home Page:

http://www.primeinformationcenter.com

and go to the Customer login where you enter your Username and Password in all CAPS.

I-9 Login / Quik Chek Login CUSTOMER LOGIN ”~ S Password:

PRIME

Information Center

PetroChem Prime Information Center is one of the leading background check companies within
Screenlng the PetroChem industry. Over 100 PetroChem companies use Prime’s services.
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http://www.primeinformationcenter.com/
http://www.primeinformationcenter.com/

This is the MAIN page after login.

Messages, notifications and general information of interest will be posted here.

There is also a “Quick Search”, located on the left, to quickly locate an applicant in your archived results!

P RIM E Worldwide Professional Screening Services

Information Center

Admin I Request I Results I Status Logout

Welcome to the Prime Information Center, Inc. Client Main page. This page provides you with the ability to submit new requests,
retrieve results, and view the status of pending requests.

e Please disable your popup blocking software to use this application

Nationwide Express click here for more information =

General Information

View Messages

Mew Messages (0] / Previously Read {(0)

e e *#% DOING WHAT WE DO BEST - CLIENT CARE™ **

Last Name |
Let us know how we're doing!! Send an email to info@primeHg.com

First Hame |

S5N I -I -I

Referance I

Requestor I

Findl
L7)]

User Information

Edit Profile
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P RIM E Worldwide Professional Sereening Services

Information Center

Admin I Request I Results I Status Logout

Welcome to the Prime Information Center, Inc. Client Main page. ThNith the ability to submit new reguests,

retrieve results, and view the status of pending requests.

Onfine Apps

Please disable your popup blocking software to use this applicas
Nationwide Express click here for more information

— General Information _
To begin select the

View Messages “Req uest” button

Mew Messages (0) / Previously Read (0)

R ——— *** DOING WHAT WE DO BEST - CLIENT CARE***

Last Name |
Let us know how we're doing!! Send an email to info@primeHQ.com

First Name |

55H I -| |

Reference I

Requestor I

Findl
L)

User Information
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PRIME

Information Center

S

Fields with a "*" Must be Completed

Worldwide Professional Sereening Services

Enter Search Request Details

[, MM/DD/YYYY)

Fields with a "*" Must be Completed

Demographic Information
Last Mame: * First: * Middle:
I | |
Current Address * City * State *
| | [ =
Date of Birth: * Gender/Race:

Social Security #: F [M/W for Male/White)

Alias (AKA) Information

Additional Information

Rapid Order

Continue |

= Cancel

? Help

Select Searches to be Performed

W criminal Court Searches L2
V¥ Motor vehicle Records L2
V¥ social Trace L2
™ credit Report L 2]
™ Education Verification L2
r Employment Verification L2
I Professional License L2
™ workers Compensation L2
r SEX OFFENDER REGISTRY ‘_‘J
I orac

r Dirug Screen 10 Panel

™ Resident History

™ References

™ FacIs Level 3 Screening L2
r E-\Verify L2

The blue box lists the products that are available.

To select or deselect a product simply “click” into the box next to the item.
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Information Center

Worldwide Professional Screening Services

_ Appm:am Mmm Enter Search RE':IUESt BEtElS

Fields with a "*" Must be Completed

Demographic Information -~
Last Mame: * First: * Middle: Rush:
| | | I —
Current Address * City * State * Zip = I‘)
| | [ = [
Date of Birth: * Gender/Race:

[ex, MM/DDYY YY)

e iDorrey,

Fields with a "*" Must be Completed

Social Security #: * (MW for Male/White)

Alias [AKA) Information

Additional Information -

Requestor Reference * POSITION

Special Research Instructions:

Other Information:

Continue |

Fill out the top section with
your applicant’s information.
Asterisks indicate required
fields.

Alias or AKA is used when
your applicant has used
another name.

(Additional charges may apply)

The “Reference” field is for
your purchase order or project
site. The “Position” field is the
position your applicant is
applying for if they are a new
hire.

Click “Continue”
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Vi \" . : S . :
@?,;M Worldwide Professional Sereening Services

'J Help °- t"‘:-m

Add These Searches to the Order

Search Type State County /Jurisdiction Zip Code Lookup

| v [T %  [HARRIS ¥ Remove
| w | A Remove .
I Zip:

Felony Only | " | w  Remove
Misdemeanor Only o Aszign the County
Upper and Lower Civil | b | ¥  Remove
Upper Civil Only | | Aszign the Federal District
Lower Civil Only bt ¥  Remove
Federal Criminal | " | v  Remove
Naticnwide
FDLE Criminal Search | v | % Remove
SLED Criminal Search [ECounty Lookup
International | N | ¥ Remove
Canada | b | b Bemove
| hd | b | ¥ PRemove

Add Searches to Order

To order the criminal search, click on the arrow and select the type of search,
then the state, then the county. Repeat for each county, statewide, and/or
nationwide you need searched.

If you have ordered all criminal searches you need, click the “Add Searches to
Order” button.
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! , . : :
E‘M Worldwide Professional Screening Services

___/' Information Center

(o)

'J Help L t":-mu_.el

Add These Searches to the Order

Search Type State County/Jurisdiction Zip Code Lookup

| Felony and Misdemeanar | b |HARRIS % BRemove
Nationwide v |Us %  |NATIONWIDE %  Remove zip: [

. | A | hd Remove
Felony and Misdemeanaor e S ST
Felony Only | w | v  Bemove
Misdemeanor Cnly Assign the Federal District
Upper and Lower Civil | W | % Remove
Upper Civil Onby
Lower Civil Onby | M | ¥  Remaove
Federal Criminal | P | v  Remove
FOLE Criminal Search | v | % Remove [=Courtty Lookup
SLED Criminal Search
International | ™ | ¥  Remaove
Canada | A | bt Remowve

Add Searches to Order |

To order the Nationwide search, click on the appropriate arrow and select
Nationwide, then select US under the State, and then the Nationwide again in
the County/Jurisdiction column.

If you have selected all the criminal searches you need, click the “Add
Searches to Order” button.
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N\ , S : :
E}M Worldwide Professional Screening Services

'J Help °- f":-m

Add These Searches to the Order

Search Type State County /Jurisdiction Zip Code Lookup

| v [T %  [HARRIS ¥ Remove
| w | A Remove .
I Zip:

Felony Only | " | w  Remove
Misdemeanor Cnly Acssign the County
Upper and Lower Civil | b | ¥  Remove
Upper Civil Only | | Aszign the Federal District
Lower Civil Only bt ¥  Remove
Federal Criminal | " | v  Remove
Naticnwide
FDLE Criminal Search | v | % Remove
SLED Criminal Search [ECounty Lookup
International | N | ¥ Remove
Canada | b | b Bemove
| hd | b | ¥ PRemove

Add Searches to Order |

To order the criminal search called Past 7 Years Based on SSN, you need only
put the information for the current county of residence. If you have already
typed the current county of residence, you do not have to enter it again. Your
Client Care representative will know to run the Past 7 Years criminal search.

If you have ordered all criminal searches you need, click the “Add Searches to
Order” button.
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IPfﬂF{_}I's:I]?r Worldwide Professional Screening Services
+ Cancel

Add These Searches to the Order

el N

Search Type State County /Jurisdiction Zip Code Lookup
| w | w | w Remove
| . I s | v Remove Zip: IW
I v I ¥  Remove
Assign the County
I = I = I = Semove Acssign the Coun
I - I - I - Remove Assign the Federal District
I s I ¥ Remove
| hd | hd | hd Remove
| v [™ | ¥ Remove [ECounty Lookup |
| W | W | W Remove
| W | W | W Remove
Add Searches to Order
Search Type State County/Jurisdiction
Felony and Misdemeanor i ITX w IHARRIS v Remove
| Federal Criminal v |™% »  |SOUTHERN DISTRICT v Remove . .
, s & | = Don’t know the County or Federal District?
| hd | b4 | b Remove
: - : - : e The “Zip Code Lookup” can help you. Just type in the Zip
| 5 [@ | ¥ Remove Code and click “Assign the County” or “Assign the Federal
I v [ & ] ¥ Remove District”. Then click “Add Searches to Order” at the
I v [~ W Remove bottom.
| hd | hd | b Remove

Add Searches to Order Page 9




g@RRJ.ME Worldwide Professional Sereening Services Th e th | rd p ag e Nnow d | S p I ayS an d

7 el

reviews what you have already
<—— ordered.

Applicant: S5#: DOB: Reference:

Address:

To order a Motor Vehicle Record
located just below your
information, type in the Driver’s
License number and select the
state it was issued in. Next press
the button “Save Keyed
Information and Add to Order”.

«—

«—

P\ = . S . .
ﬁ Q«PRIME Worldwide Professional Sereening Services
\\_1/ Information Center
< Carce

oo e e SRS SRR _

Applicant: s5#: DOB: Reference:

Demographic Infermation

Credit Reports and Social Traces
will automatically be ordered
once selected from the
“Products” in the blue box on the
first page.

—_—

‘Order Authorization and Submission

)
NOTE: You must be authorized ety tht 1 v athor st rom the nividual st above and et £ an i compliance it al aselcabl s peraning t an “Investgatve Consumer Repert” as
——— nded.

horization
defined in the Fair Credit Reperting Act (FCRA) as amel

by Prime to be able to order —rTrT—

C r ed I t ATTENTION: Please Click the "Agree and Submit Order” Button Above On
. 1 to 2 Minutes to Process

Fields with a "*" Must be Completed

Return to Top of Page
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Employment Verification

Google

Company Mame: * | Phone: * |
Location {City/State): * |

Supervisar Title: |
Ending Title: |

Supervisar: |
Starting Title: |
Diates Employed: |
|
|
|

Starting Duties: Ending Duties: |

Reazon for Leaving:

Employer's Email Address:

+ Add the Keyed Employer to this Order

Note: If you do not want us to contact the applicant's CURRENT employer, pleass do not includs that employer

Fill out as many fields as possible. Those with an asterisk are required.
When finished, click the “Saved Keyed Information and Add to Order”
button.

If your applicant is currently employed, you MUST have specific
permission from the applicant to verify their current employer.

Many companies will not verify any information except for what has been
given, therefore the more information you provide, the more thorough
your search results will be.
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Education Verification [

Institution Name: *

Major:

Campus Location: *

Attendance Dates:

Mames Used While
Attending (if different):

Degree/Diploma:

Ciate Received:

Email Address:

+ Save Keyed Information and Add To Order

Fields with asterisks are required. Please use full name of the institution.

For “Campus Location” type in city and state where the institution is located.

The date the person attended and the date when they received their degree
should be typed in order to facilitate accurate results.

If the person was using another name while attending/graduating, you will need
to add that name in “Names Used While Attending.”

Next click the button “Saved Keyed Information and Add to Order.”
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Professional License [ s

Type of License: *

License Number:

State Issued: * w

Date Issued:

+ Save Keyed Information and Add To Order

Workers Compensation [ i s

State Issued: * I b

+ Save Keyed Information and Add To Order

To order a Professional License verification and/or Workers Compensation
claims history, simply fill in the required fields with asterisks.

The more information you can provide, the more accurate the verification will be.

Be sure to click the “Save Keyed Information and Add to Order buttons.
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Resident History i

Instructions: CURRENT ADDRESS: Apt #: Name of Apartment Community:
Telephone Number of Apt Community: MI Date MO Date Rent Amt

Criteria: *

+ Save Keyed Information and Add To Order

To verify the applicant’s current address for Pre-employment Screening, type in
their complete address.

To verify the applicant’s address for Resident Screening ONLY, follow the
Instructions given.

Then click the “Save Keyed Information and Add to Order button”.
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OFAC 0

OFAC has been Requested Bemove

Office of Foreign Asset Control (OFAC) is the Homeland Security criminal
database in compliance with the Patriot Act that will run the applicant’s
name against known national and international terrorists and fugitives
including the FBI's Most Wanted listing, DEA and Interpol to mention a few.

This feature will run automatically once selected from the “Select Searches
to be Performed” blue box on the first page.
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Order Authorization and Submission

1 certify that I have authorization from the individual listed above and that I am in compliance with all applicable laws pertaining to an "Investigative Consumer Report” as
defined in the Fair Credit Reporting Act (FCRA) as amended.

T
Agree and Submit Order

T
Do Mot Agree and Cancel Order

ATTENTION: Please Click the "Agree and Submit Order” Button Above Only Once ... Multiple Clicks may Result in Duplicate Orders ... An Order May Take
1 to 2 Minutes to Process

Next read the “Order Authorization and Submission” statement and
click the Agree and Submit Order button.
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P RIM E Worldwide Professional Sereening Services

Information Center

Thank You.

Your request has been submitied for the following:

Hame:

Social Security:
Birthdate:

Reference:
Auto.-Generated Onder 2:
Searches Ordered:

lj Click Here to Enter Another Request

...or select one of the navigation buttons abowe to continue

YOUR REQUEST IS ON IT’S WAY!

Once you have completed your request, you will receive a confirmation that will give you a
brief statement of what was ordered. When tracking issues with the website, we may ask you
for the Order number that only prints on this page. If you do not see this confirmation, then
your request did NOT go through.

You are now able to start another request for your next applicant by clicking the green arrow
which will take you back to the beginning.
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P RIM E Worldwide Professional Sereening Services

Information Center

Home Admin [ Request I Results [ Status Logout
Welcome to the Prime Information Center, Inc. Client Main page. This page provides you with thit new reguests,
retrieve results, and view the status of pending reguests. f

/

BE SURE TO HAVE YOUR POPUP BLOCKERS DEACTIVATED !

To view the status of your requests, click on the “Status Report” button on the Main page. The Status
Report confirms receipt of your request within 15 minutes of submission or less.

Prime will post any questions we may have in the Status Report in order to help complete the request.

You can change the sort order in any field of the status by pressing the up/down arrows in the heading.

@\PRIME

B s oenston Gt Worldwide Professional Sereening Services

Status Report

Generated For:

Return to Top
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P RIM E Worldwide Professional Sereening Services

Information Center

_
Home Admin T Request T Results T Status Logout
Welcome to the Prime Information Center, Inc. Client Main page. This page |:rr|:|'~-ri|:|EiIit',.-r to submit new requests,

retrieve results, and view the status of pending reguests.

BE SURE TO HAVE YOUR POPUP BLOCKERS DEACTIVATED !

To view completed results, click on the “Results” button on the Main page.
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PRIME

Information Center

Worldwide Professional Screening Services

[Grequests 1 27l Y avn |

Search for Results View Results Archived Results

Show entries Display All Results

0 Click Here to check pending status on requests not displayed

[w Move ~eected To Archives

'. - Indicates Derogatory Information has been Found for an Applicant "I- Email your account manager regarding a result
v |- Report has been viewed % - Wiew an attachment that has been sent with a result
- Order more searches for an applicant

MOTE: &ll reports are viewed using the Adobe Acrobat Reader, If you don't already
hawve this software, then click the image below to downlead a free copy.

Get Ambil-‘
E:'h Reader

To view your completed report, click on “View”. As in the Status Report, you have the
capability to sort in a specific field by pressing the up/down arrows. You can print your
opened report while viewing or later by clicking the box on the far left next to the names
you want to print and pressing the “Print All Selected” button. A checkmark is placed
next to the status to indicate you have already viewed that report. You also can email
Prime regarding a result by pressing the envelope on the far right.
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Prime Information Center, Inc.
70628 Lakaview Haven Drive

Houslon, Texas 77095

Fnone: 261-555-3220 Fax 281-553-3311

Printed:
Background Screening Report Completed:
Prepared For: Requested By:
Prepared By:
Subject: 55 # D000
Address: DOoB:
SUMMARY
SOCIAL TRACE
COURT SEARCH RECORD
DRIVING HISTORY
DISCLAIMER
End Of Report

Your results (see sample on
the left) are in .PDF format.

The information at the top
of the report is your
account and the applicant’s
information.

Next you will see the
Executive Summary which
will give you an overall
summation of each product
result ordered.

Following the summary are
the individual detailed
reports.
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RGR‘}ME Worldwide Professional Screening Services
[ Requests ] 7 rielp_] Main

Search for Results View Results Archived Results

how entries qupra\f All Results

¥ ‘a"ie'w

Displaying 1-1 of 1 entries

HII “FEIELL'::IJ

0 Click Here to check pending status on requests not displayed

[w Move Selected To Archives

'. - Indicates Derogatory Information has been Found for an Applicant "I- Email your account manager regarding a result
v |- Report has been viewed % - Wiew an attachment that has been sent with a result
- Order more searches for an applicant

MOTE: &ll reports are viewed using the Adobe Acrobat Reader, If you don't already
hawve this software, then click the image below to downlead a free copy.

gt

Results will only remain under the “View Results” tab for 30 days from the

day it is posted after which it will drop from the display! In order to retain the
results under your account online until you are ready to delete it, you should
archive the result. Simply select the report(s) to be archived by clicking into

the box on the far left next to the SSN(s) of the applicant(s) and press the

grey button “Move Selected to Archives”. They will remain in the archives

until you select them to be deleted. Page 22




@/R—R,H\@ Worldwide Professional Screening Services
EATS" | BRequests | 7Help | AMain |

Search for Results View Results ( Archived Results
Show entm—vf
| T | T T R ] | T O T T | AT PR TR T R | G T | T o | S| (R | |
u Name Reference £ |Requestor % |'Requested 2 ‘Posted o) 'A!ert % |'Status < - |

XHX-X K~ v View B "

“Display All Results

Displaying 1-1 of 1 entnies

~ R
To view results in Archives, press “Archived Results” at the top. As in the
example above, it is the same as in your Results section except you have the

option to delete a result by clicking into the box next to the SSN’s and
pressing the blue button “Remove and Purge Selected”.

I8 Click Here to check pending status on requests not displayed |

Worldwide Professional Screening Services

(=] ATS D !
RR— S— MdiVEd REMS _

s e
G PN

Displaying 1-10 of 12 entries

MNext ' Last

& P A selecten

18 Click Here to check pending status on requests not displayed

[w Remowve and Purge Selected

Search Archives by  Last Name — First Name — v, OF ... Display All Results




Prime Information Center

A Professional Background Screening Company

THANK YOU

Prime Information Center, Inc. hopes that this Training Session has helped
you to navigate our website more easily. If you have any questions or
concerns about any of the information provided, please contact one of our
experienced Client Care personnel and we will be happy to answer any
guestions you may have.

Thank you for choosing Prime
for your background screening needs.

Phone: 281.859.9220
Fax: 281.859.3811
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