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Using Protect My Ministry

Introduction

Background Check functionality has been added to the Shelby Systems suite of applications. This allows you to
submit a Background Check request to a third-party 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 process:

Set up security giving access to the PMM option in Shelby software.

Register your organization with PMM.

Register users with PMM.

Acquire a consent form from the individual to be checked.

Submit Request to PMM.

View Results.

Use the BCRUN profile to find people whose background check needs to be updated.

No ks wDN e

Contact Information: If you have questions before registering with PMM, please contact a Shelby sales
representative at (800) 877-0222 or e-mail sales@shelbyinc.com. Questions after registering with PMM should

be directed to customerservice@protectmyministry.com.
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Using Protect My Ministry

Using Protect My Ministry

1. Navigate to the Shelby Systems User Security screen and assign security level rights to all users. NOTE:

For details on how to assign security rights in Shelby Systems, please read the Security section in the
General Operating Instructions help files. Payroll, Membership, and GlobaFILE use the rights under the
GlobaFILE module. Any user with any rights to PMM can register PMM users.

Explanation of Security Levels:

Organization Setup: This person has full access to all screens related to PMM and background
checks. That includes signing the organization up with Protect My Ministry, Registering users,

Requesting checks, and Reviewing results.
Request Background Check: This person can only register themselves for PMM and request
background checks on behalf of an administrator or pastor. They cannot view any results. This

would generally be your administrative secretaries, assistants, etc.

Review Background Check: This person can register themselves for PMM, request background
checks, and review the results. A person with the "Request Background 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 et "
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 screen of Payroll, Membership, or
GlobaFILE (the Membership screen is shown below). With any name selected, click the Protect My
Ministry icon showing on the toolbar at the top, just to the left of the Help question mark icon.

9& Membership - Information

(® Show names for Membership
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Using Protect My Ministry

If you have security permission to update the Organization Setup, you will see the screen below. If you
wish to verify the pricing or read the FAQ for Protect My Ministry, click the Pricing/FAQ button.
Otherwise, follow the steps outlined on the screen. You will need to complete the Sign Up section
before anything can happen. After clicking the Sign Up button, you will be taken to PMM's Shelby-
specific site to complete your organization signup on the web.

il 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 an e-mail from PMM in approximately 24
hours containing your PMM Organization Information credentials. Shelby Systems will also receive a
confirmation e-mail so that we will have a record of it. When you receive the credentials, enter them
on the Protect My Ministry window, under Step 2 Save PMM Organization Information. This is only
done one time. After you click the Save button, you will never need to re-enter 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: I

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, then the Register Users tab will display. If the user that
is signed in has Organization Setup rights, then all PMM users will appear in the Full Name pull 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 =10] x|

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
Sdodhmwhmhiﬂamm Enter the emad address for review
notiication T

hen submt the registration.  Thes process can be
tmedunecoswy Umorbneedhobelogaetedm

User Full Name: Isw User 3

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

-

Once you complete the Register Users fields and click the Register User button, 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 to run an actual background check at this time, simply click the Exit button
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 background checks on. You can a
copy of this form by visiting the PMM product page on the Shelby web site.
NOTE: You should NEVER run a check on ANYONE without that person’s prior written consent. Please
see sample consent form below. You will not be able to submit a background check request without
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clicking a rad

io 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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Using Protect My Ministry

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 want to run the background check to select it.
The name should be highlighted in blue. Then click the Protect My Ministry icon on the toobar.

In-GlobaFILE or Membership: In Payroll:
METET
File Edit Records Reports Utiity Help
D|&| T S8 3] 2 ~ =
oEldl SV oislelul 8] 8] :fsle] -] w[<]n] ]3] 5]

Name Fiter: [smith \
((fs = Status | Name
|oEshownomey for of mockfes Smm,Mr.Joth(=766)

| S

The Request Background Check tab will display if you are a registered PMM user.

w. Protect My Ministry -10f x|

1. Register Organization | 2 RegisterUsers | 3 RequestBackgroundCheck | 4 Review Check Results |

Background Check Request for: Smith, Mr. John J(#766)

Notification Email Address: vBsuport@shelybinc.com
Requestor: Shelby User

Note: If the requestor logged in has review rights then no Altemate Reviewer is required. If the requestor
logged in does not have review rights, then at least one Altemate Reviewer is required. ‘You may select up
to three Altemate Reviewers.

Alternate Reviewer: (None Selected) L]
Altemnate Reviewer I _._I
Altemate Reviewer I L]
Is a Background Request Consent form on file for this £ Yes
individual? @ No

Confirm that you are running the check on the correct person by reviewing the top line: “Background
Check Request for: xxx.”

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

You must always intentionally change the Background Request Consent form confirmation option to
“Yes” before the Submit Request button will be active. This is to prevent accidental requests for people
without a consent form.
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Using Protect My Ministry

Once you click the Submit Request button, you will be taken to the following screen. The individual for
whom you are requesting the check's information will automatically be populated on the page via
pass-through data from Shelby Payroll, Membership, or GlobaFILE. You will need to confirm all
information and make sure that all required fields are filled in. After you confirm and complete any
missing information, click the Proceed button.

Confirm Applicant Information

Date 02/1372008

First Hame I._lclhr'l I
Micidlle: Mame |
Last Hame ISr‘r‘lith I

Social Security |1 23-45-F739 |

DOB 02/2115979

Sex " Femala
% Male
Phone |512-6785-4355

Drivers License |54?3484?584949

DL State IFL

Pren. Last Matmne I

Year Prev. MName I
Stete

K you will be reguesting @ MR Driving Fistory, both @ IN # and @ DI State
wmust be entered above.

Proceed {To cancel, just close the browser window.)

Your candidate id = DE7RS3FT
Cher wser id = 1147

Tour user id = sgrandoiph

O gariizafion id = 1077

After clicking the Proceed button, you will choose which reports or package of reports you wish to run
for the individual. Once you have selected the desired reports, click the Next button. Your organization
can choose which checks to run.
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Using Protect My Ministry

NOTE: Basic (National & SSN) and Plus (same as basic plus 1 court search) packages are offered at a

discount.

Matne
Billing Ref.

Package

Az Carte

Search AHA
[Maiden Mame)

John Smith

ITest vl
IAIa Carte 'I

¥ Mational Criminal Database Search

v Criminal Search (County or Statewide)
I VR Driving History Search

¥ SSMN Werification & Address History

I+ Credit History

¥ MNational Sex Offender Registre

- (Additional Charges Apply - Applies to all Court Searches)

Mext =

A Summary of what you are ordering will display. Now, click the Submit button.

Billing Ref.

Services

Dretails

Court Search 1

RN

<= Back

Summary

Test

A la Carte

Mational Criminal Database Search, Criminal Search (County or Statewwide), MWR
Driving History Search, SSM Yerification & Address History, Credit History, Mational
Sex Offender Registry,

county ! Calhoun FL

B4734847554349 (FL)

Submit

6. When the background check is complete, the designated reviewer at your organization will receive an

e-mail stating that the results for this individual are ready to be viewed. To view the results, log into

Shelby Systems v.5 and navigate to Payroll, Membership, or GlobaFILE. Select the individual on the

scroll screen whose results are ready and click the PMM button on the tool bar.

shelbysystems
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Using Protect My Ministry

The screen shown below will display. It confirms the individual’s results you will be reviewing and that
they are being taken to an outside web page.

NOTE: If the user who is logged in does not have either Organizational Setup or Reviewer rights, the
Review Check Results tab will be grayed out. Since Shelby Systems information is passed through to
PMM's site, they would never be able to view the results (because they don't have rights).

(o protectiyimstry =T
1. Reaister Organization | 2. Register Users | 3. Request Background Check | 4 Review Check Results I

Background Check Results Request for: Smith, Mr. John J[#7E66]

To review the results of a backaround check, you will be transferred to a web page the
presents the report.

Note: You must have an internet connection to proceed.

Exit |

After you click the View Results button, you will be taken to the individual's results on a secure
external web page. You can see an example of the window that will open (below). You can then do
whatever you choose with the results. Keep them out on the web, copy and paste them somewhere
else, etc. It is up to your organization as to how you save these results.
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NOTE: For best results, make sure that Internet Explorer is set as your default browser. Results may be
unpredictable with other browsers.

ks Reporting - Windows [ntemet Explorer. e X_J

4—' £ hitps//veritysecure.com/pnp.asps -

Requested: 09/13/08
PacWound Verification Report Completed: 09/14/08
Requested By: 578493 - jdoe
Subject Smith, John J. DOB: 0870971954
SSN.  3O0LX-6709 Position:  TEST
l Court Search Record ]

ALLEGHENY, PA +

Search Type: Felony and Misdemeanory, Unlinited
Couxt Searched: Ceounty Seatr

No Court Recorxds found ia the jurisdictions searched.

End Of Report

You shoukd close this browser window as seon as you are done with the report.

Done @ Intemet | Protected Mode: On #100% ~
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7. Clicking on the View Results button also adds a BCRUN Profile code to the individual’s information, as
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%3 Membership - Information x|
W 4> [m] 2]

shown in the illustration below. If they already had a BCRUN profile, it will be replaced by a new one
with the current date.

Title First/Middle Name(s) Last Name Suffix
O -
= ! |I'~'lrs, ”Juhe |.|\dams | |
(" Organization
NameCounter: 10
= l J Navigator
Show Buttons frr— Fer—— r—— .
MEMBERSHIP - » |BCRUN - View Background ¢|7/22/2009 | | Results Requested |Unsecured
Individual Information 5 g
Organizations | |ZCONVERS - Rost | 12/5/2008 |12/5/2008 | Created to convert records back to servant | Unsecured
g::eg\::‘;s | |zRREACH - Reachi 1/2008 | 12/31/200| | Unsecured
Bar Code Assignment |__|ZSERAVAL - Serva |Unsecured
GENERAL INFORMATION ZSPRPEPL - People Unsecured
Addresses | |ZSPRTASK - Task Oriented N |Unsecured
Phones | |ZSPSCHLD - Children Unsecured
Dzmog.nl'aﬁ_:;s | |ZSPSINFT - Infants | |Unsecured
Pt gs' "’ ZSSKBKGC - Background Ch| |Unsecured
Associated Files |__|ZSSKCART - Creative Art | |unsecured
Primary Family ZSSKFOOD - Food Service | Unsecured
Other Relationshiis ZSSKMEDC - Medical Unsecured
Unsecured
Pictures -
Contacts
Custom Tabs
Spiritual Gifts
Servant Leader
Employee Info
Youth Ed.
Servant Survey Groups
Miscellaneous
SERVANT
Servant Information
Leadership
Notes 11 Add New | Update | Delete |
Service
Survey X

To find the names of those who need their background checks updated, use Selections and Listings.
Use the criterion of Profile Comments and specify BCRUN as the Profile value and the latest date
someone can have while still needing to be updated as the Begin To Date (in other words, this will
select names of those whose last background check was on or before the given date).

Profile Comments Selections
Profile negn';:e"'"‘ Begin To Date | End From Date | End To Date |Comment ‘ omit
| .7 [BCRUN 1/31/2009 -
*
DaisiRapeiionn [ Specific Selection?
(& MM/DD/YYYY " MM/DD
Add to profiles to print | | oK | Cancel Delete
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