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eW{IRKS Contractor Candidate Response Guide

Use this guide to complete a Candidate Response using the eWORKS Portal, the system used to initiate and track a
candidate’s background investigation.

Be sure to complete the process for submitting your digital fingerprints before submitting your background investigation
forms in eWORKS.

Access Your eWORKS Account

1. Once the FDIC initiates your case in eWORKS, you will receive a Secure E-mail with your first-
time login credentials, sent to your personal or corporate email address.

Sample email:

Secure-email - FDIC Intake

FDIC Bl <eWorksAdmin@fdic.gov>
Thu 9/27/2018 2:22 PM

Indefinite Retention (Never) Never

I Message "7 How to be Fingerprinted pdf (153 kB) “* FDIC Fingerprint Locations.pdf (116 KE)

To: AN
From: IR

Federal Deposit Insurance Corporation (FDIC)
Date: Tue Nov 06 11:12:22 EST 2018

Dear Candidate:

In order to initiate the clearance process to begin working at the FDIC, candidates must be fingerprinted
and complete their security Forms. In this regard, it is particularly eritical for you to be fingerprinted
prior to submitting the security forms. Fingerprinting may be accomplished onsite at an FDIC location
or through a third-party provider (Fieldprint, Inc.). Please see the attached documents for fingerprinting
instructions.

To complete the security forms, please follow the link below to access our eWORKS portal, where you
will be able to log in using the username and temporary password provided below. Once logged in,
please fill out the requested security forms. When vou have completed a form, please be sure to save it.
If you do not answer all required fields in a form, you will not be able to save it. When all requested
forms are complete, please select the submit button. Again, please ensure your fingerprints have been
completed prior to submitting the security forms. If you have any questions please contact me at (703)
123-1234.

Log in to eWorks: click here
Username: eFileUser8§97142
Password: qv581cnn7hj64i993hg7

Best Regards,

@fdic.gov
Federal Deposit Insurance Corporation

After you have completed the fingerprinting process, select the click here link to log into
the eWORKS portal.

Note: You may want to retain this email for reference until the background investigation
process has been completed.

2. On the login screen, enter your Username and Password, and then select the Sign On
button.

Tip: It may be helpful to copy and paste the Username and Password credentials from the
email into the login fields to avoid errors. Be sure not to copy any exira spaces.
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3. After the first time you fry to log in, you are prompted to change your password.

a. Enter your Current password (provided in the email) and choose a new secure
password for future logins. Be sure that the new password meets all of the password
requirements.

Sign Out Security Policy
Password has expired. Please change your : This is aGowemment computer system and is
passward ta continue using this system. intended forofficial and other authorzed use

only. Unauthorzed access or use of the system

Passward should be at least eight
characters lang and must contain
cambination of letters, numbers and
special characters, and should be different
fram yaur last 10 passwards.

Current passward

Nerr passward

Canfirm Passward

may subject violators to administrative action,
civil andforcriminal prosscution under the

Criminal Code (Titk 18 USC 1020}

Allinfo on this computer system may be
monitored, intecepted, recorded, read, copied, or
captured and disclosad by and to authorized
personnel for official purposes including criminal
pmosscution. You have no expectations of privacy
regarding monitoring of this system.

Any authorzed or unauthorized use of this
computer system signifies consant to and
compliance with agency policies and their terms.

Forlog-in assistance, please contact the System
Administrator 3t eWo kst dmin@fdic gov (pleass

include the usemame provided to you in the
wekome emaill

Change Password

b. Select the Change Password button. The next screen takes you intfo the e WORKS
Portal.

Tip: Make sure you remember your new password in case you need to log in to eWORKS
again to make corrections.

4. Once you have entered the site, select the tab at the top or the View button beside the
form name to view and complete each form.

Intake =»

Intake Form 1600_04 Form 1600_10 Form 1600_25 Form 1620_01

Use the navigation tabs above to complete all forms.

INTAKE DETAILS
Form Name Candidate Completed g‘;‘p':gfe%’;“ Action
Form 1600-04 No
Form 1600-10 No m
Form 1600-25 No W
Form 1620-01 No
Fingerprint Location rQ

Fingerprint Submitted Date

(mm/ddryyyy) @
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5. Follow the instructions to complete each of the required forms. Fields marked with a red “R”
are required.

a. Tosign each form, in the “Signature” field, type your last name, a dash, and then the
last 4 digits of your Social Security Number (SSN).

Example: Smith-1234

~ APPLICANT SIGNATURE

MName of Employes or Applicant [7] o

Signature [?]
g [7] o

To sign: Please type last name-last 4 digits of SSN. Example: Smith-1234

SiopanEEieli] 041172018 (mmiddiyyyy) @

Social Security Number [7]
¥ [? o

b. Select the Save button at the bottom of each form when finished.

6. When you save each form successfully, a confirmation Workflow Message appears at the
top of the page:

Intake =

Intake Form 1600_04 Form 1600_10 Form 160(

| Workflow Messages
« Form 1600-04 completed and saved.

7. Form 1600-25 must be downloaded, completed and signed in ink, and then uploaded to
eWORKS as an aftachment.

a. Complete all the form's required fields.
Select the Save button.

Select the Generate PDF button.

Print the generated PDF file.

Scan the signed form.

0 a0 T

Upload the scanned form using the Browse button near the bottom of the page.

Sign the uploaded form in the eWORKS Signature field using “last name-last 4 digits of
SSN.”

h. Select Save.

@
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-INSTRUCTIONS

Instructions:

1) Complete all required fields

2) Save the form

3) Click the "Generate PDF" button
4) Print the generated PDF file

5) Sign the printed 1600-25 Form
6) Scan the signed form

7) Upload the scan below

Upload Signed Scan [?]

Save Generate PDF

Enter your fingerprint location — either “FDIC" or “fieldprint” — and date at the bottom of the
intake page.

Fingerprint Location FDIC v O

Fingerprint Submitted Date 11/05/2018 (mm/ddryyyy) @

If you are unable to attach more than one page, or have additional documentation you

would like to provide with your intake forms, please drag and drop or click the document
panel at the bottom of the page to do so.

Drag and Drop or Click to Upload Documents

File Name View Document Remove

Ensure the forms are complete and signed, that your fingerprint location and date has
been provided, and any required documents are scanned and uploaded. If needed,
select the View button to review each completed form.
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Intake Form 1600_04 Form 1600_10 Form 1600_25 Form 1620_01

@ Workflow Messages
« Intake is complete. Please submit all forms. =

Use the navigation tabs above to complete all forms.

INTAKE DETAILS

Form Name gandidate Completed Intake Form Action
orm Approved?
Form 1600-04 Yes =
Form 1600-10 Yes [ View |
Form 1600-25 Yes
Form 1620-01 Yes [ View |
Fingerprint Location FDIC v Q
Fingerprint Submitted Date 10/12/2018 (mm/ddlyyyy) @
11. After selecting the Save button, if your forms are all successfully completed, the following

workflow message will appear at the top of the screen (see below). Additionally, the Submit
All Forms button will appear at the bottom of the screen. If you are certain your forms have
been successfully completed, select this button to send your forms for processing.

12. Once you have submitted the forms, a confirmation message appears stating that “All

forms have been submitted”.

fdic-bi-uat.entellitrak.com says

All forms have been submitted.

Now, all you have to do is wait! Your Oversight Manger can track the status of your

Background Investigation. Feel free to reach out to them if you have any questions or
concerns.

If you forget your eWORKS password or for other login assistance, please select the Forgot
Password button at the log-in page. Be patient once you select the button, as it may take a
few minutes for an automated email o be sent to you. Note: you will need to provide your

username in order to successfully reset your password. Refer to the intake initiation email to
obtain your username.
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