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Using Protect My Ministry

Introduction

Background Check functionality has beewledl to the Shelby Systems suite of applications. This allows you to
submit a Background Check request to a thpadty agency and receive the data back for the subject of the
request. Your credit card will be charged on a per use basis.

Overview of the pr@ess

Set up securitygiving access to the PMM option in Shelby software.

Registeryour organization with PMM.

Registerusers with PMM.

Acquirea consent form from the individual to be checked.

Submit Requesto PMM.

View Results

Use theBCRUNMNprofile to find people whose background check needs to be updated.

No gk wNPRE

Contact Information:If you have questions before registering with PMM, please contact a Shelby sales
representative at (800) 8708222 or email sales@shelnc.com Questions after registering with PMM should
be directed tocustomerservice @protectmyministry.com
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Using Protect My Ministry

Using Protect My Ministry

1. Navigate to the Shelby Systetdser Securityscreen and assign security level rights to all ue@TE:
For details on how to assign security rights in Shelby Systems, please read the Security section in the
General Operating Instructionkelp files. Payroll, MembershipndGlobaFILEse the rights under the
GlobaFILE module. Any user with any rights to PMM can register PMM users.

Explanation of Security Levels:

{ Organization SetupThis person has full access to all screens related to PMM and background
checks. That includes signitige organization up with Protect My Ministry, Registering users,
Requesting checks, and Reviewing results.

{ Request Background Checkhis person can only register themselves for PMM and request
background checks on behalf of an administrator or pastieeyTcannot view any results. This
would generally be your administrative secretaries, assistants, etc.

¥ Review Background Checkhis person can register themselves for PMM, request background
checks, and review the results. A person with the "Requestddaakd Check" security level would
have to list a person with the "Review Background Check" security level as a reviewer before
submitting a request.

HOHRR= T 7 ™ T e e VAR Y MM M T T T T TR T e P g e e T T S M T Sl T
Closing Procedures Custom Tab H/A X
Contributions Custom Tab 01 ®
Contat?t Managemen Custorn Tab 02 X
gsﬁzf‘stsasg 2 Custom Tab 03 X
Custom Tah 04 X
Custom Ta X
Custom Ta X
Custom Ta X
Insurance and Retireme Custom Ta X
Inventory | it "
Loan Processing = Protect My Ministry X N/A
Organization Setup X /A
Get Rights | Request Background Check X /A
Review Background Check X NfA
v

2. To register your organization, first navigate to the name list scroll screBaybll, Membership or
GlobaFILEthe Membership screen is shown below). With any name selected, clidkrtdtect My
Ministry icon showing on the toolbar at the top, just to the left of the Help question mark icon.

% Membership - Information

(® Show names for Membership
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Using Protect My Ministry

If you have security permission to update the Organizatetng you will see the screen below. If you
wish to verify the pricing or read the FAQ for Protect My Ministry, cliciPti@ng/FAQoutton.
Otherwise, follow the steps outlined on the screen. You will need to complet&itre Upsection

before anythingcan happen. After clicking tig&ign Upbutton, you will be taken to PMM's Shelby
specific site to complete your organization signup on the web.

(ol x|

1. Register Organization | 2 Register Users | 3. Request Background Check | 4. Review Check Results |

—Step 1. Sign Up

Registering an organization to use Protect My Ministry is a three-step process. The first step

is registering with Protect My Ministry. This registration can be started by clicking the Sign Pricing/FAQ |
Up button on the right. After receiving a communication from Protect My Ministry detailing
your organization ID and your password, you will need to return to this organization screen to
enter the ID and password provided, which is step two (once this is done, it does notneed to
be repeated unless a change is necessary). Upon successful completion of step two, the
Register Users tab will be presented to allow you to register users with Protect My Ministry.
Each user that will request or review background request must be registered.

—Step 2. Save PMM Organization Information

Enter the PMM Organization ID and password received from Protect My Ministry and save
the information. Upon completion of the data save you will be presented with the Register
Usertab.

PMM Organization ID: I

PMM Organization Password: | Save

Note: The data for these fields comes from Protect My Ministry (PMM) after Sign Up is
completed.

Exit |

After you complete the Organization Setup, you will receive-araé from PMM in approximately 24
hours conaining your PMM Organization Information credentials. Shelby Systems will also receive a
confirmation email so that we will have a record of it. When you receive the credentials, enter them
on the Protect My Ministry window, und&tep 2 Save PMM Organtzan Information. This is only

done one time. After you click theavebutton, you will never need to renter them.

Step 2. Save PMM Organization Information

Enter the PMM Organization ID and password received from Protect My Ministry and save
the information. Upon completion of the data save you will be presented with the Register
Usertab.

P Organization 10: |

PMM Organization Password: | Save

Note: The data for these fields comes from Protect My Ministry (PMM) after Sign Up is
completed.
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Using Protect My Ministry

3. Once the organization is signed up and saved, therRibgister Usertab will display. If the user that
is signed in has Organizationt@erights, then all PMM users will appear in thell Namepull down,
and that person can register everyone else. If the user who is signed in has no Organization Setup
rights, the user can only register himself or herself.

w. Protect My Ministry B .aJ.UJ.’.‘J

1 Register Organization | 2 RegisterUsers | 3 RequestBackgroundCheck | 4 Review Check Resus |

Step 1. Sign Up
The Organization has been signed up with Protect My Mirsstiy,

Step 2. Save PMM Organization Information
The Diganzation 1D and password have been saved.

Step 3. Reguter Users
Sdodhmwhomhwamed Enter the emad address for review
notification or thes

Then submi the registration.  Thes process can be
vapodadosnececwy Umorbneedtobovegdetedm

User Full Name: Isw User :]

Reviewet Emad Addess:  [\5:uppat@:hebyanc com Register User

-

Once you complete the Registgsers fields and click tHeegister Usebutton, you will be shown the
following web page:

AVERITY

A Paperiess Screening Sokution

User s.user has been updated with email address of
vSsupport@shelbyinc.com

You may now close this window. Thank you.

Close the browser window as instructed.
Repeat the registration for each user who should be allowed to request background checks.

NOTE:If you are NOT ready run an actual background check at this time, simply clicketkigbutton
at the bottom of the Protect My Ministry window to close the window and return to the name list.
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Using Protect My Ministry

4. Acquire signed consent forms from those who you will be requesting backgrounkischiecYou can a

Page6

copy of this form by visiting the PMM product page on the Shelby web site.

NOTE; 2 d
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see sample consent form below. You will not be able to submit kgvaand check request without
clicking a radio button that confirms you have a consent form on file.

CONFIDENTIAL

Background Check Authorization

&

Print Name:
(Firsi) (Middle) {Casi)

Former Name(s) and Dates Used:

Current Address Since:

(Wo7Yr) (Sireet) (City) (Zip/otate)
Previous Address From:
Mo7vr) (Sireel) {City) (Zipistate)
Previous Address From:
MoIvT) (Sireet) {City) (Zip/state)
DOB:

Social Security Number:

Telephone Number:

Drivers License Number/State:

The information contained in this application is correct to the best of my knowledge. | hereby authorize

(Your Name) and its designated agents and representatives to conduct a comprehensive review of my
background causing a consumer report and/or an investigative consumer report to be generated for
employment and/or volunteer purposes. | understand that the scope of the consumer report/
investigative consumer report may include, but is not limited to the following areas: verification of social
security number, credit reports, current and previous residences; employment history, education
background, character references; drug testing, civil and criminal history records from any criminal
justice agency in any or all federal, state, county jurisdictions; driving records, birth records, and any
other public records

| further authorize any individual, company, firm, corporation, or public agency (including the Social
Security Administration and law enforcement agencies) to divulge any and all information, verbal or
written, pertaining to me, to (Your Name) or its agents. | further authorize the complete release of any
records or data pertaining to me which the individual, company, firm, corporation, or public agency may
have, to include information or data received from other sources

**(Your Name) and its designated agents and representatives shall maintain all information received
from this authorization in a confidential manner in order to protect the applicants personal information,
including, but not limited to, addresses, social security numbers, and dates of birth

Signature: Date:

Notice to California, Minnesota and Oklahoma Residents:
Please check the box below if you wish to receive a copy of a consumer report that is requested.
[0 I wish to receive a copy of any Background Check Report on me thatis requested.
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5. To begin the request process, navigate to the Payroll, Membership, or GlobaFILE name list scroll
screen. Click the name of the person about whom you vwamtin the background check to select it.
The name should be highlighted in blue. Then clickRtetect My Ministryicon on the toobar.

In-GlobaFILE or Membership: In Payroll:

& Payroll- [EmpiGyEE ESkiE e
~ = File Edit Records Reports Utiity Help
NEEEEEIRE
Dl 2l o 3l 2l el 8] @l s mle] < ] <[> [n] <] B] 8] 7]

Name Filter: [smith \
| % Show names for GlobaFILE 7 -
i " show for al Status me 3 Mir
: [ees i el maies mith, Mr. John J(£766) =

[P

TheRequest Background Chetkb will display if you are a registered PMIgiew.

/| 2y FANY GKFG @2dz FNB NHzyyAy3a G4KS OKSO1l 2y GKS
/| KSO1 wSljdzSad FT2NXY EEE®E

If you want other users to be able to review the background check results, choose up to three names
from the dropdown optians. If the person running the check does not have review rights, he or she
mustchoose at least one alternate reviewer before the Submit Request button will be active.

You must always intentionally change the Background Request Consent form confirmaitmmtop
G, Sa¢ o0STF2NBX GKS {dzoYAlG wSljdzSald odzidz2y Attt o
without a consent form.
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