OrangeTree | How to place bulk orders

There are 2 options for mass uploads that we offer. Please note that the capability to submit mass
uploads may need to be activated on your account. You may contact your Client Care Partner for more
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OrangeTree | How to place bulk orders

If you have already collected the signed authorization from your candidates or employees and have all
their information on hand, click
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| How to place bulk orders

0 Select a location

‘ | HOME SEARCH FORMS LOGOUT

Place an Order
Applicant Orde Import Applicants

Location Order For Service Package

Corporate ):: v Please select a location ):: e Please select a location ):: e

+ Corporate

San Diego
ne  Werk Location

The following Microsoft Office Excel file has been generated for "No Package Selected”

00000

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.
Upload

Care Center No file chosen ‘;}:

mmueller




| How to place bulk orders

M  Select a service package

‘ | HOME SEARCH FORMS LOGOUT

Place an Order
Applicant Orde Import Applicants

Location Order For Service Package

Corporate ):: v Mallory ):: A Driving Only ):: v

Please select a service package
Background + Health Services
Criminal Only

Upload Template

Mote: Columns marked in orange are required fields

The following Microsoft Office Excel file has been generated for "Driving Only"

Drug Test - 5 Panel (Quest)
Drug Test - 5 Panel (eScreen)

00000

GDS Only
Please use this template to fill out applicant information and submit it back in to our system by dlicking the Choose a File button below. Live Demo
References Only
- - Upload \ Standard Package
Care Center Mo file chosen = Standard Package with Driving
Te mmueller Standard Package with Verifications )

Statewide Only
Test stage 1
Test stage 2
Titer - MMR
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| How to place bulk orders

Click Download Template. Based on the package you selected, the template will require different pieces

of information be provided on the spreadsheet.

Place an Order

ord Import Applicants

Applicant Entry
Import Applicants
- ) X Location Order For
Import Applicant Entries
Corporate ):C v Mallory

HOME SEARCH FORMS LOGOUT

| onnect

Service Package

als ales
v v
=R o

Driving Only

Orders

In Progress

Upload Template

Mote: Columns marked in orange are required fields

The following Microsoft Office Excel file has been generated for "Driving Only"

/]

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.

00000

Upload

Chaoose File | No file chosen ‘;}:

Care Center

| onnect

Teresa Kammueller

TKammueller@otes.com

Messages (0]




angeTree | How to place bulk orders

0 Save the template spreadsheet once completed. Click Upload and select the file from the place you
saved it.

‘ HOME SEARCH FORMS LOGOUT
Place an Order
Applicant Orde Import Applicants
Applicant Entry
Impart Applicant Entries Location Order For Service Package
po Applicant aes
Corporate kv Mallory kv Driving Only ko~

Upload Template I::crn nect

Note: Columns marked in orange are required fields

The following Microsoft Office Excel file has been generated for "Driving Only"

00000

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.

Choose File | No file chosen %k I
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jeTree | How to place bulk orders

0 Click Submit. You will receive a confirmation email when all orders on the upload have been created.
Candidates will receive a welcome email to follow along with the progress.

. HOME SEARCH FORMS LOGOUT

Place an Order
Orde Import Applicants

[ onnect

Laocation Order For Service Package

Import Applicant Entries

al

Corporate kv Mallory Ko Driving Only kv

Orders

In Progress

Upload Template I::crn nect

Note: Columns marked in orange are required fields

The following Microsoft Office Excel file has been generated for "Driving Only"

00000

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.

Upload
Care Center Nofile chosen  3f

Teresa Kammueller




e | How to place bulk orders

If you need Orange Tree to collect information about your candidates or employees, including a signed
authorization form, click Important Applicant Entries

‘ HOME SEARCH FORMS LOGOUT
Place an Order
Applicant Orde Import Applicant Entries
':_:c:-r'||'1;:-ct
Location Order For Service Package
Please select a location ):: v Please select a location )}t v Please select a location )}t v

Upload Template I._:c:-r'| nect

Note: Columns marked in orange are required fields

+ First, Middle and Last Names must not contain the following characters: \ : 7/ .
+ Email Address must be provided in the following format: fake@email.com

+ Tracking Number, if provided, must be 255 characters or less.

+ Cost Center, if provided, must be 25 characters or less.

00000

The following Microsoft Office Excel file template will help you get started:

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.

Upload

Choose File |No file chosen :::

OPTIONAL - Additional Information Requested [ :crn nee

You may request additional information from the applicant here:

) Education

[J Employment

[ Reference

[ Professional License
[ Driving License

8of 14



| How to place bulk orders

Select a location

Pla

App

1Ce
nt

an Order

t Ordler Import Applicant Entries

Location

Order For
Corporate ;{< v Please select a location

HOME SEARCH FORMS LOGOUT

Service Package

als
g v

. )
Please select a location RV

~ Corporate

San Diego
nNe  Work Location

« First, Middle and Last Names must not contain the following characters: \ @ 2 / .
+ Email Address must be provided in the following format: fake@email.com

« Tracking Number, if provided, must be 255 characters or less.

+ Cost Center, if provided, must be 25 characters or less.

00000

The following Microsoft Office Excel file template will help you get started:

Upload

Choose File |No file chosen :::

Please use this template to fill cut applicant infermation and submit it back in to our system by clicking the Choose a File button below.

OPTIONAL - Additional Information Requested

You may request additional information from the applicant here:

O Education

[J Employment

[ Reference

[ Professional License
[ Driving License
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| How to place bulk orders

J) Select a Service Package

‘ HOME SEARCH FORMS LOGOUT

Place an Order
Applicant Order Import Applicant Entries

Lacation Order For Service Package

Corporate ;{< hd Mallory )}< ~ Driving Only )}< hd
Please select a service package

Background + Health Services

Criminal Only
e o

Upload Template

Note: Columns marked in orange are required fields

« First, Middle and Last Names must not contain the following characters: \ @ 2 / .

(Quest)
+ Email Address must be provided in the following format: fake@email.com Drug Test - 5 Panel (eScreen)
+ Tracking Number, if provided, must be 255 characters or less. GDS Only
+ Cost Center, if provided, must be 25 characters or less. Live Demo
The following Microsoft Office Excel file template will help you get started: References Only

Standard Package
Standard Package with Driving
Standard Package with Verifications

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below. Statewide Only

Upload Test stage 1
Choose File | No file chosen ::: Test stage 2
Titer - MMR

OPTIONAL - Additional Information Requested

You may request additional information from the applicant here:

O Education

[J Employment

[ Reference

[ Professional License
[ Driving License
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e | How to place bulk orders

Click Download Template. Since Orange Tree will be contacting the candidate/employee for their
information, you are only required to provide to us their name, email address, and mobile phone

(optional).

‘ HOME SEARCH FORMS LOGOUT

Place an Order
Ap Orde Import Applicant Entries

| onnect

Import Applicants

’ " Laocation Order For Service Package
Import Applicant Entries
Corporate ){: v Mallory )}d v Driving Only )}d v
Orders :
In Progress Upload Template I::_c.-m']ect

Note: Columns marked in orange are required fields

« First, Middle and Last Names must not contain the following characters: \ : 7/ .
+ Email Address must be provided in the following format: fake@email.com

* Tracking Number, if provided, must be 255 characters or less.
« Cost Center, if provided, must be 25 characters or less.

00000

The following Microsoft Office Excel file template will help you get started:

Care Center :

Tf sa Kammueller Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.
95
Upload

TKammueller@otes.com Choose File | No file chosen :I:

OPTIONAL - Additional Information Requested ( :(m o

You may request additional information from the applicant here:

) Education

[J Employment

[ Reference

[ Professional License
[ Driving License
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| How to place bulk orders

0 Save the template spreadsheet once completed. Click Upload and select the file from the place you
saved it.

‘ HOME SEARCH FORMS LOGOUT

Place an Order
App Orde
App ntry

Import Applicant Entries

Im \pplicants
" ) Laocation Order For Service Package
Import Applicant Entries
Corporate e Mallory ko~ Driving Only kv

Upload Template

Note: Columns marked in orange are required fields

+ First, Middle and Last Names must not contain the following characters: \ : 7/ .
+ Email Address must be provided in the following format: fake@email.com

+ Tracking Number, if provided, must be 255 characters or less.

+ Cost Center, if provided, must be 25 characters or less.

00000

The following Microsoft Office Excel file template will help you get started:

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.

Choose File | No file chosen ::: I

OPTIONAL - Additional Information Requested

You may request additional information from the applicant here:

) Education

[J Employment

[ Reference

[ Professional License
Driving License

12 of 14



e | How to place bulk orders

You may optionally request that Orange Tree obtain additional information from the candidate to pass
along to you, but not verify.

‘ HOME SEARCH FORMS LOGOUT

Place an Order
Import Applicant Entries

| ennect

" ) Laocation Order For Service Package
Import Applicant Entries , ,

Corporate v Mallory v Driving Only )}t v

AL
'

Orders

In Progress

Upload Template

Note: Columns marked in orange are required fields

First, Middle and Last Names must not contain the following characters: \ : ? / .
Email Address must be provided in the following format: fake@email.com
Tracking Number, if provided, must be 255 characters or less.

Cost Center, if provided, must be 25 characters or less.

00000

.
.
.
.
The following Microsoft Office Excel file template will help you get started:

Care Center

eresa Kammueller

Please use this template to fill out applicant information and submit it back in to our system by clicking the Choose a File button below.

Upload

Choose File |No file chosen :::

OPTIONAL - Additional Information Requested [ :crn nee

You may request additional information from the applicant here:

) Education

[ Employment
E Reference
LJ Professional License

Driving License

13 0of 14



e | How to place bulk orders

Click Submit. You will receive a confirmation email when all orders on the upload have been created.
Candidates will receive a welcome email with a link to access our CandidateConnect portal, sign their
required forms, and provide their information.

‘ HOME SEARCH FORMS LOGOUT

Place an Order
Ap Orde Import Applicant Entries

| onnect

Import Applicants

’ " Laocation Order For Service Package
Import Applicant Entries
Corporate ){: v Mallory )}d ~ Driving Only )}d v
Orders :
In Progress [1J Upload Template I::_c.-m']ect
o Note: Columns marked in orange are required fields
o « First, Middle and Last Names must not contain the following characters: \ : 7/ .
o + Email Address must be provided in the following format: fake@email.com
* Tracking Number, if provided, must be 255 characters or less.
o « Cost Center, if provided, must be 25 characters or less.
The following Microsoft Office Excel file template will help you get started:
Care Center
Teresa Kammue ler Please use this template ta fill out applicant information and submit it back in to our system by dlicking the Choose a File button below.
95
- Upload
TKammueller@otes.com Choose File | No file chosen sk
OPTIONAL - Additional Information Requested ( :(m nect
You may request additional information from the applicant here:
) Education
[J Employment
Reference
[ Professional License
Driving License
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