Background Search Request Instructions
Moorhead Youth Soccer Club

THE MCDOWELL AGENCY, INC.

INVESTIGATION & PRE-EMPLOYMENT SCREENING

»” MINNESOTA
y @ YOUTH
o SOCCER{

Office: (651) 644-3880
Toll Free: (877) 644-3880
Fax: (651) 644-3877
Website: www.mcdowellagency.com
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http://www.mcdowellagency.com/

1. Go to the McDowell Agency background screening site login page:
https://secure.mcdowellagency.com/escreening/loginentrance.asp

THE MCDOWELL AGENCY, INC.

I n U E BACKGROUND SCREENING

backsrouno screenins

home Login

q Gel Started I

Getting Started

@ Contact Us l

Welcome
In order to ensure the confidentiality of your reports, we ask you to please provide us with your assigned
User ID and Password. Thank you.

Contact Us
User ID:
|MysMHD Bookmark
Password: Bookmark this Page

Login |

2. Enter the User ID and Password as MY SMHDand select the Login button.

THE MCDOWELL AGENCY, INC.

l n U E BACKGROUND SCREENING

bDacHarouno screening

results status report logout

Welcome to our website.

General Infermation

Thank you for visiting our recently-enhanced website. At The McDowell Agency, Inc.
we are continuing to explore ways to enhance your pre-employment screening

View Messages experience. As always, please do not hesitate to contact us with any comments and/or
guestions you may have.

Messages and Notifications

Mew Messages (0) ) Previcusly Read (0)

3. To enter a new request, select the requesttab from the menu that stretches across the top of the
webpage.
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THE MCDOWELL AGENCY, INC.
TUE‘ BACKGROUND SCREENING

Welcome MYSMHD Select a Package | Help ? | Cancel

Welcome to our Custom Request System. Please Select a Package Below

\ to Begin this Order.

' MYSA VOLUNTEER PACKAGE
T ANNUAL MYSA RE-CHECK

Electronic Signature: |Fir5t Middle Last

Please type in your Full Name above to Authorize this Transaction
\ with your Electronic Signature and check the box below.

gMy name entered above Signifies my Electronic Signature

Continue

4. Select, MYSA Volunteer Package

5. Type your full name into the space next to Electronic Signaturend mark the box next to
My name entered above Signifies my Electronic Signature

6. Select the Continuebutton.
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THE MCDOWELL AGENCY, INC.

TFH'IE' BACKGROUND SCREERNIMNG
elcome MYSMHL Applicant Infermation [ Enter Search Request Details
Last Mame: * First: * Middle:
fLasT [FIRST MIDDLE
Current Address * City * State * Zip *
{123 ANY STREET [MOORHEAD MN [s6560
Date of Birth: * Gender: *

(ex 01/01/1955)

Social Security #: *

[Must enter "MALE" or "FEMALE")

fos/01/1970 f475 -|os -|osos  |MALE
Alias{AKA):

Last Mame: First: Middle:
Additional Information:

Requestor

[MYSMHD

Volunteer's Phone:** Yolunteer's Email : **
|218-555-1212 |coach@hotmail.com

Woluteer's Worke Phone:** Volunteer's Cell Phone: **
|701-555-1212 |701-261-1212

Special Research Instructions:

Other Information:

Fields with a "*" Must be Completed

Fields with a "**" are requested by The Minneszota Youth Soccer &ssociation for registration

purposzes only.

Last Name, First Name, Current Address, State of Residence, Date of Birth, Social Security

\ Continue |

7. The following information is required in the form above to complete the background check:

Number, Gender
** MYSA has requested that you provide additional information to be completed for registration

purposes only. Please include your home phone, email address, work and cell phone numbers. This

information is for MYSA registration purposes only.

8. Select the Continuebutton.
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THE MCDOWELL AGENCY, INC.
TRUYE.  BACKGROUND SCREENING

Enter Search Request Details Help ? | Cancel

Applicant: LAST, FIRST MIDDLE. SS5#: 475050505 DOB: 03/01/1970 Reference:
Address: 123 ANY STREET, MOORHEAD, MN 56560

Go To: Social Trace  Other

\ +Add/Edit Jurisdictions | ZCounty Lookup |

No Criminal Court Searches have been requested yet

9. Select the Add/Edit Jurisdiction®utton to enable the search request page for the statewide and
county searches.

THE MCDOWELL AGENCY, INC.

THUE BACKGROUND SCREENING

Add Criminal Court Searches Help ? | Cancel

Add These Searches to the Order

Search Type State County/Jurisdiction Zip Code Lookup
Felony and Misdemeanar |L| MM - STATEWIDE - Bemove

Felony and Misdemeanor MM - CLAY - Bemove Zip: Ii
Felony and Misdemeanor « ND w STATEWIDE - Remove
- Aseign the County
Felony and Misdemeanor « ND w CASS - Remove
Assign the Federal District
- - - Remoaove
- - - Remaove
- - - Remaove
- - - Remove ECounty Lool-;upJ
- - - Remoaove
- - - Remaove

\ Add Searches to Order |

10. On this page you should add the statewide Minnesota & North Dakota Bureau of Criminal
Apprehension (BCA) searches and the county criminal record searches for Clay and Cass. These are
the only 4 searches that need to be added unless your primary residence is in another county.

A) For the statewide BCA searches (request one for MN & one for ND):
1. Select Felony and Misdemeandbr the Search Type.
2. Select MN or ND for State.
3. Select Statewidefor the County/Jurisdiction.
B) For the county criminal record searches (request one for Clay & one for Cass):
1. Select Felony and Misdemeandbr the Search Type.
2. Select MN or ND for State.
3. Select Clay for MN search & Cass for ND sedfi@hthe County/Jurisdiction.

11. Select the Add Searches to Ordéutton to returntothe @ 9 Y (i S NBedquSHSNITIK A f 8¢ A ONBS
where you can submit your background search request.
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THE MCDOWELL AGENCY, INC.

Bacuarausa screvs BACKGROUND SCREENING
Enter Search Reguest Details Help ? | Cam
Applicant: LAST, FIRST MIDDLE. SS#: 475050505 DOB: 09/01/1970 Reference:
Address: 123 ANY STREET, MOORHEAD, MN 56560
Go To: Social Trace Other
Criminal Court Searches ?
+Add/Edit Jurisdictions | ECounty Lookup |
\ Search Type State County / Jurisdiction
Felony and Misdemeanor MM STATEWIDE Remove
Felony and Misdemeanor MM CLAY Remove
Felony and Misdemeanor ND STATEWIDE Remove
Felony and Misdemeanor ND CASS Remove

Social Trace has been Requested

National Sex Offender Database top ?

National Sex Offender Database has been Reguested

USA CRIMINAL INDEX top

[N ]

UsA CRIMIMNAL INDEX has been Reguested

Order Authorization and Submission

I certify that I have authorization from the individual listed abowve 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.

Agree and Submit Order Do Mot Agree and Cancel Order

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

12. Verify the four or five search types appear correctly and select the Agree and Submit Orddsutton
to submit your background search requests.
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THE MCDOWELL AGENCY, INC.

I n U E BACKGROUND SCREENING

Dackarouyno screegning

status report logout

Thank You.

Your request has been submitted for the following:

Name: FIRST MIDDLE LAST
Social Security: 475050505
Birthdate: 08/01/1970
Reference: (not provided)
Auto-Generated Order #: 41903

13. Once you have successfully submitted a request for background screening, the page above will
appear. Please be sure to save or print a copy of this page for your records.

14. Select logout to complete the process.

Thank you for completing this required and important safety check for our soccer youth!
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