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Introduction
Background Check and Child Safety Training functionality has been included in the Fellowship One suite
of applications. This allows users to submit and view Background Check requests and order Child Safety
Training through Protect My Ministry.

Setup

Setup, Step 1: Initial Request

Clients will need to open a support ticket with Fellowship One requesting Protect My Ministry as your
background check vendor. The Fellowship One support team will initiate a procedure to enable
background check functionality in the Fellowship One portal. Once it is complete, Fellowship One will
notify you.

Setup, Step 2: Log in to Fellowship One

On the Fellowship One login page, enter your Username, Password, and Church Code, as you would
normally log in to the system.

D Sign in

@ Fellowship
One

@ Fellowship~ -

YOU WERE CALLED TO SERVE PEOPLE NOT SOFTWARE

Fellowship One Contactus Support

Fellowship One 6363 N State Highway 161 Business Hours:
X Suite 200 7:00 AM - 7:00 PM csT (M-F)
Iving, TX 75038 USA
Premier Support Hours:

Sffice o a20100 6:00 AM - 10:00 PM csT (Everyday)

Sales: 877-318-5669

866-383-2437
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Setup, Step 3: Add Protect My Ministry
1. Navigate to the Admin tab near the top of the page

2. Select Applications under the Integration column

- Support - Project Manager (sign out

@ People Groups Ministry Weblink Giving Admin  Reports & (7}
Security Setup People Setup tup Contact Setup Church Setup
o Portal Users o Status ° tries © Form Names © Church Contacts
o Security Roles o Individual Attributes © Head Count Attributes o Manage ltems o News & Announcements
o Individual Note Types o Activity Types © Build Forms o Campuses
o Individual Requirements o Job Attributes o Contact Dispositions o Buildings
o Relationship Types © Job Information o Rooms
© Schools © Volunteer Types © Departments

0

Mailing Address
Giftedness Programs

)

Image Upload Integration

o View Upload Status o Applications é:

© Application Keys
o Data Exchange Export
o Data Exchange Import

and tips from F1 ACE and F1 Tips on Twitter.

Portal users

3. Inside the applications screen, scroll down to the 31 Party applications and locate the Protect My

Ministry application. Click on the link

[ 3]

Home Peaple Growps Ministry Weblink  Guang (IR Revorts &1

Applications

@ A applicaions hatintegrate wih Fellowship One (ia he REST APY)arelsted here. SeveralBings arerequired or an appbcation 1 work

You must give the application permission to access to your church's data.

The users account must be linked to their indiidual record.

For some applications, the user must give the accsss F ‘account
1st party
Name & Description Enabled
FiTouch %
FeiowshipOne Motile x

x
Uistee x
Servicel Inteqration x

2nd party

i There are no appications of this type available.

<ol TR m—

Protect My Ministry @ x

MY SENISTRY
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4. Click on the grant access button on the Protect My Ministry application.

5. Click on the Signup Online link at the end of the description to begin Protect My Ministry signup.

Protect My Ministry

X This application is not configured to access your data.

Integration with Protect My Ministry's background check system. This allows clients to use Fellowship One for the people management and
m Protect My Ministry for background checks, while keeping all your background reports, dates and related information in Fellowship One.
" Contact our representatives at (800) 313+"831 for pricing and consultations. In order to setup an integrated Fellowship One account with
Protect My Ministry Sianup Online. m

Version 1.0

Home page http://www.protectmyministry.com

Setup, Step 4: Protect My Ministry Sign-Up

1. Fill out your church’s information on the signup page.

Please complete the form below to sign up:

2. When you have completed the sign-up process, Protect My Ministry may contact you to verify
information, collect any remaining needed information, and provide a user guide. You will also receive

confirmation when your account is active and ready.
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Ordering Background Checks and Child Safety Training

Ordering Background Checks and Child Safety Training, Step 1: Log in to Ministry Mobilizer

https://www.mobilizemyministry.com/login/Login.aspx

Username:
Password:
Login

a Forgot Username/Password

Welcome to Protect My Ministry

Contact Us Bookmark Page

From this application you will be able to order background checks for your applicants
and volunteers as well as track reports status. You will also be able to order Child
Safety Training and track the status of training.

You can return to Protect My Ministry by clicking the banner above.

NEW lost username and password retrieval process

* Click on “Forgot Username/Password"

« Enter your first name, last name, and the email address that you have associated with
your user account

* Check your inbox for your username and password

Customer Service Hours of Operation:
* Monday - Friday: 8:30 AM - 5:30 PM EST
Upcoming Office Closures:
e 22-25 December, 2012 - Christmas
* 1January, 2013 - New Years
e 21 January, 2013 - Martin Luther King Jr's Birthday
Security:
Ministry Mobilizer is secure. Both the login page and online application are protected by
Go Daddy Secure Certificate Authority with 128-bit encryption. The connection is

encrypted using AES_128_CBC, with SHA1 for message authentication and RSA as the
key exchange mechanism.

For bestr Its, we r d using gle Chrome. You can download Google
Chrome here.

Ordering Background Checks and Child Safety Training, Step 2: New Order
1. Inthe menu on the left click on the Background Checks selection.

2. Click on New order... to initiate a new background check.

Home
Log OFF - fluser ' ‘ﬂM:msermosluzsR

§ ToDo

§ Web Inquiries | Background Checks: Complete
] Pipeline

Background Checks (0) Last Name: I--Entera last name to filter by-- ’ Department: IA" v ‘
New Order...

Pending (0)

LT
D een (0) uﬂl_ﬂmm Page size: | 100 |

Report | Status < Alert Recommendation

for res

Archive (0)
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Ordering Background Checks and Child Safety Training, Step 3: Import the Applicant

1. Enter the name of the applicant you want to initiate the background check and click Search. The first
time you use the system you will get a screen asking for authentication. This is a one-time occurrence.

Home

| Log Off - fiuser i MINISTRY MOBILIZER

To Do (0)

Web Inquiries rinf
G 3 A

To begin importing names
Background Checks (0) \Authenticate Now

Pending (0) ‘
Complete (0)

Due for rescreen (0)

o A Voo

Pipeline (0) Ty o T
Authenticate Now. This is a one-ime authentication process.

Rescreened (0)
Archive (0)

Training (0) v

Home 0
Log Off - fluser I MINISTRY MOBILIZER

To Do

Web Inquiries

Pipeline

Enter the name of the applicant and click search.

Background Checks (0) %
5 Last Name: First Name:

New Order...
Pending (0)
Complete (0)

Archive (0)

Training (0)

Settings

Reports
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2.

Locate your applicant and click “Import.”

Home.

Log Off - fluser

New Order...
Pending (0)
Complete (0)

Archive (0)

mexm MOBILIZER

Enter the name of the applicant and click search.
Last Name: [Smath First Name: [sohn [ search |

nobody@nowhere.huh

18946 N Dale Mabry Hwy

Enter missing information. You will need to enter SSN manually as this data is not able to be stored in
Fellowship One's databases for import. When finished and ready to order your background check, click
“Submit.”

» Ifyou are a bundle 2 or higher client and do not have all required information, when you have
filled in the First Name, Last Name, and Email, you will be presented the option to send a link to
the applicant that will direct them to your opportunity page to fill out their information.

If you intend to order Child Safety Training for this applicant, you must enter an email address on this
screen.

Position: ¥
Date:  11/6/2013 B
First Name:  [Froq *
Middle Name:
Last Name:  [Flintstone *;

Other Names Used:  [] (mothers' maiden name required for Puerto Rico searches)

Social Security: ‘— *
D.0.B.: 12/12/2012 *
Gender:  |Male i

Ethnicity:  |Race/Ethnicity Unknow~
Phone: |
Drivers License: [
DL State: Select a State v | (required if Drivers License is filled in)
Email: mbrooks@activescreening  (required for Child Safety Training)
Street: 114499 N Dale Mabry Hwy
City:  [Tampa

State:  |Florida ) fad

Zip Code:  [33618-2071
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Ordering Background Checks and Child Safety Training, Step 4: Order Services
1. Select the desired package/services you require, as well as Child Safety Training if desired, and click
“Ne){t.”

Home

Log Off - fluser

‘ﬁnmmmvmomuzsa

To Do
S Order Background Check

MName: System Analyst

Biling Ref: | [None] -|

Package: /A La Carte
D BASIC
O PLUS

Ala Carte [ INational Criminal Database Search
[l criminal Search (County or Statewide)
["IMVR Driving History Search
["IssN verification & Address History
["| credit History
|| Education Verification
["|Employment Verification
["INational Sex Offender Registry
["Ichild Abuse Registry Search

Search AKA (Maiden Name): [ |{additional Charges Apply--Applies to all Court Searches)

Order and Email Invite for Training

Child safety Training  [[] (Free with background check)

e If ordering a BASIC package, you will see the order summary screen.

e Ifordering a PLUS package, you will then select either a statewide search or county search. The
system will walk you through the steps to find the county or state you wish to have searched.
There is also a look-up tool, if you do not know the county.

e The county/state will automatically populate from the address provided for your applicant. You
may use that information, add additional counties or states to search, or delete that search and

add a different county or state to search.
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‘ﬁnmmrﬁrmosruzsk

nal Search
Pipeline

Mo searches have been created yet.

Note: In order to use Puerto Rico in a criminal search, you must include applicant's mother's maiden name in the "Other Names Used" field in the applicant's data.

Choose a search type: ) Statewide

@ County
State: |FL -

County: |Hillsbarough ~| [ Usethis County |

If you need a more advanced County Search, click here to search by city and state, or zip code.

sl

2. Review the summary of your order, make sure applicant information is correct, as well as the searches you

are ordering.

’Kmmsmvmomuzzx

For the following Applicants:

System Analyst 12/21/2012

“You are about to order the following services:
Package: BASIC

Services:

* National Criminal Database Search
 SSN Verification & Address History
* National Sex Offender Registry Search

Training: ~ Child Safety Training

Sl s e I you ordered a Statewide, County, and/or MR search, additional fees may apply. Please review the current mandatory court fee lists.

3. A confirmation page will display when your background check and you will receive an email confrmation.
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Group Import of Applicants

Group Import of Applicants, Step1:

https://www.mobilizemyministry.com/login/Login.aspx

Username:

Password:
Login

n Forgot Username/Password

Welcome to Protect My Ministry

Contact Us Bookmark Page

From this application you will be able to order background checks for your applicants
and volunteers as well as track reports status. You will also be able to order Child
Safety Training and track the status of training.

‘You can return to Protect My Ministry by clicking the banner above.

NEW lost username and password retrieval process

* Click on “Forgot Username/Password"

* Enter your first name, last name, and the email address that you have associated with
your user account

* Check your inbox for your username and password

Customer Service Hours of Operation:
* Monday - Friday: 8:30 AM - 5:30 PM EST
Upcoming Office Closures:
e 22-25 December, 2012 - Christmas
* 1 January, 2013 - New Years
* 21 January, 2013 - Martin Luther King Jr's Birthday
Security:
Ministry Mobilizer is secure. Both the login page and online application are protected by
Go Daddy Secure Certificate Authority with 128-bit encryption. The connection is

encrypted using AES_128_CBC, with SHA1 for message authentication and RSA as the
key exchange mechanism.

For best results, we recommend using Google Chrome. You can download Google
Chrome here.

Group Import of Applicants, Step 2: Import Group

1. Inthe menu on the left, click on Background Checks.
2. Select Group Import from the drop down menu.

Hrw Srder.
Groug Inepoit
Pendng (0]

Comglebe (13
Dur lor riicraen (00
Risitrainiad (3)



https://www.mobilizemyministry.com/login/Login.aspx

[
’Kmmsmv MOBILIZER

Group Import:

Fellowship One Group Import feature is to facilitate importing applicants based on Fellowship One Groups.

Group ID Group Name

1354033 Group Z Get Applicants

Group Import of Applicants, Step 3 : Select applicants

3. Click on Get Applicants of the group you wish to import. The import feature
will find all applicants from that group in your Fellowship One account that have
not already been imported to Ministry Mobilizer.

4. Ensure all applicants that you wish to have imported have all necessary
information. This information can be edited by clicking on Edit in the far left
column for each applicant.

5. You will need to add the applicants SSN and any other information that you do
not already have saved in Fellowship One for each applicant.

6. You will need to select which package that you would like ordered for each
applicant as well as a billing reference if desired.

7. When finished updating information for an applicant, click on Update in the Edit
Column.

u Middle Name Last Name Previous Last Name Date of Birth Social Security Number Gender Ethnicity

[0 Edit Flintstone 12/12/2012 Male 14499 N Dale Mabry
O | Edit lacob Angel 5/22/1996 Male 6363 N State Hwy 1
O | edit John Angel 8/12/1968 Male 6363 N State Hwy 1
[J  Edit Michael Angel 4/7/2000 Male 6363 N State Hwy 11
O | Edit APatricia Angel 11/16/1969 Female 6363 N State Hwy 1
jm| DMS 2 : Manager = -

O | Edit System Analyst 7/11/2013 14499 N Dale Mabry

8. When finished editing/updating the applicants you wish to import, select the
checkboxes next to all applicants (or use the select all box at the top of the
applicants selection column) that you wish to have imported. When all
applicants are selected, click on the Import Selected Applicants button to
import.

W | Edit column | First Name | Middle Name | Last Name | Previous Last Name | Date of Birth | Social Security Number | Gender | Ethnicity | Street L Phone | Email
Edit Fred Flintstone 12/12/2012 Male 14499 N Dale Mabry Hwy Tampa FL 33618-2071
[ | Edit Jacob Angel 5/22/1996 Male 6363 N State Hwy 161 Irving | TX 75038
[0 Edit John Angel 8/12/1968 Male 6363 N State Hwy 161 Irving | TX 75038
[J  Edit Michael Angel 4/7/2000 Male 6363 N State Hwy 161 Irving  TX 75038
[ | Edit Patricia Angel 11/16/1969 Female 6363 N State Hwy 161 Irving  TX 75038
Edit Project Manager
‘ Edit System ‘A Analyst 7/11/2013 14499 N Dale Mabry Hwy Tampa FL 33618-2071 mbrooks@priorityresearch.com

<
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9. Upon successful l import of applicants, you will be presented with a confirmation
page. Please be aware that it may take 24-72 hours for your requests to process.

Home .
Log Off - fluser I MINISTRY MOBILIZER

To Do

Web Inguiries
Pipeline

Background Checks (6) Your Fellowship One applicants have been successfully imported, please allow 24-72 hours for the background checks to be completed.

Training (4)

Settings

Reports

Imports

Fellowship One Import

Due for Rescreen Option

If you would like the system to keep track of when your applicants are due to be rescreened, go to the Additional
Settings in Settings. You can choose to rescreen applicants every year, two years or more depending on your
preference.
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Home

Log Off - Test Acct

To Do
Web Inquiries
Pipeline

Background Checks (504)

Mew Order...
Group Import
Pending (0)
Complete (504)
Rescreened (0)

Archive (0]

Training (0)
Settings
Reports
Imports
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Then check all applicants you wish to rescreen. *Note by selecting more than one applicant, you will be required
to order the same background package for each of them. If the applicants require different packages to be
ordered, you will need to select one applicant at a time and choose the package.

Home

Tog o 7ot Aeet ‘memmmaml.rzm
To Do
Web Inquiries gl | Background Checks: Due For Rescreen
Pipeline
AT .. e [ e eterence ] eparimert: e |
“Training (0) R
Setti
— @ < VIEWED Leah —— 10/05/2014 ‘Standard Mone ¥
Reports
- Ed £ COMPLETE Young — 10/05/2014 ‘Standard None Y
Tmports |
2 ©  COMPLETE Donna - 10/05/2014 Standard None ¥
© | coMPLETE Leigh " 10/05/2014 Standard Hone ¥
< COMPLETE Maria 08/16/2014 Standard tone ¥
Hew < COMPLETE Mary ann 09/09/2014 Standard Hone ¥
v C©  COMPLETE Crissy - 09/07/2014 Standard None ¥
-
Order Background Check.. ? < COMPLETE Craig 09/04/2014 ‘standard None ¥
< COMPLETE Martha 09/01/2014 Standard None ¥
Order and Email Invite for Training,
@ ©  CoMPLETE Lance — 09/01/2014 Standard None ¥
< VIEWED Gwen 08/24/2014 Standard None Y
Undate Active Status
[ VIEWED Carcline 08/24/2014 Standard None ¥
Lo < COMPLETE erian 08/05/2014 Standard tone ¥
i ol c COMPLETE Terry - 08/05/2014 Standard None ¥

Once you have selected the package, you will be presented a summary page of your order. You can then click on
the “Submit for Background Check” button.

[]
‘Kmmsmv MOBILIZER

For the following Applicants:

Date of Birth Social Security Number
Leah Smith 04/19/19 111-11-1111
Young Jones 10/05/1944 111-11-1111
Denna Smith 08/25/1 111-11-1111
Crissy Jones 05/25/1% 111-11-1111
Craig Smith 08/01/1 111-11-1111
Lance Jones 10/10/194 111-11-1111

You are about to order the following services:

Package: Basic

Services: | ‘ o
» National Criminal Database Search

* SSN Verification & Address History
s National Sex Offender Registry Search

| haoge oot Pocoge |

Optional:Make this package your default pakage for future order l:l

If you ordered a Statewide, County, and/or MVR search, additional fees may apply. Please review the current mandatory court fee lists.

Once the background screen results are completed, your applicant’s profile will be updated and they will no
longer show in the Due for Rescreen category.
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Viewing Results from Fellowship One

Viewing Results from Fellowship One, Step 1: Log in to Fellowship One

On the Fellowship One login page, enter your Username, Password, and Church Code, as you would
normally log in to the system.

# Signin

Fellowship
One

@ Fellowship"

YOU WERE CALLED TO SERVE PEOPLE NOT SOFTWARE

Fellowship One Contactus Support

% Fellowship One i i 6363 N State Highway 161 i 7 Business Hours:
Fellowship One API %:2.21('))?75038 el 7:00 AM - 7:00 PM csT (M-F)
Eellowship Technologies i Aeo a0 100 Premier Support Hours:
Active Network Sales: 877-318-5669 6:00 AM - 10:00 PM cst (Everyday)
G o o 866-383-2437

Support Resources
support@fellowshiptech.com

Viewing Results from Fellowship One, Step 2: Locate the Report for Your Applicant

1. Locate your applicant within the Fellowship One application.
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2. On the Individual Detail screen, scroll down to the Requirements Section.

Click on the document icon to view the report.

Individual Detail Actions o3
# View the household
+ Add an individual
Head
# | Edit privacy settings
- Involvement — showing 6 months
» Household members 1
Micholas has no attendance or assignments in a 6§ month range.
You can... X X X
Nicholas's information Edit
Create a participant assignment
Status Member
Create a staffing assignment
Create a staffing assignment D.OB. 52311982 (30 y7s.)
Marital status Married
View all Attendance, Assignments « Staffing « Participant
Show additional info
~ Groups
Phone, Email, Web Edit
Household
Micholas doesnt belong to any groups.
12345673890 Home &
Last updated: 7/6/2012
test@test.com Email &
: 7/6f:
- Notes — all o + =it YR
Micholas doesnt have any notes. You can add one now. Addresses
Household
Primary + Edit
2902 Busch Lake Blvd
CLLEELEIE =1 O + Tampa, FL 33614-1859
map
Micholas doesn't have any contact items. You can add one now. Last Updated: 7/6/2012
View all contact items Nicholas Dorrough
Business « Edit
2902 Busch Lake Blvd
~ Attributes o + Tampa, FL 33614-1859
map
Micholas doesnt have any attributes. You can add one now. Last Updated: 3/7/2012
+ Add another
~ Requirements o + People Lists
Background Checks
PMM Background Check 8M4/2012 Project Manager Pending Edit |=
PMM Child Safety Training Today Project Manager = Completed  Edit =
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Viewing Results from Fellowship One: Explanation of Terms

In the Background Check screen, you will see 5 columns:

Home @GEUEE Groups Ministry Weblink Giving Admin  Reports (3 @

People » Volunteer Pipeline » Background Checks

Background Checks

+ Add

Created date * Request status Requirement Requirement status
7102012 ) to 712412012 I - - -
Name Tracking Number Requirement Request Status Requirement Status
Test Testing 1017053 PMM Background Check Technical Failure Pending
Submitted by Project Manager on 7/23/2012 at 11:51 AM SSN is missing
John J. Smith 1017675 PMM Background Check Completed Completed
Submitted by Project Manager on 7/23/2012 at 3:29 PM

1 2 3 4 1 B2 out of 2

1. This is your link to the applicant’s profile.

2. This is your order number.

3. This is for identification of Protect My Ministry Background Checks or Child Safety Training.

4. This is the status of your order.
e Ordered — Background Check or Child Safety Training has been submitted and is processing.
e Completed — Background or Child Safety Training Check is ready for viewing.

e  Technical Failure — There is an error in the background check results. Please contact Protect My
Ministry.

5. This will display the report status.
e Pending — Background Check is processing.
e Completed — Background Check is complete with no alerts.

e Conditional — Background Check is complete with alerts.
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Viewing Results from Ministry Mobilizer, Step 1: Log in to Ministry Mobilizer

https://www.mobilizemyministry.com/login/Login.aspx

Username:

Password:

3 Forgot Username/Password

Welcome to Protect My Ministry

From this application you will be able to order background checks for your applicants
and volunteers as well as track reports status. You will also be able to order Child
Safety Training and track the status of training.

‘You can return to Protect My Ministry by clicking the banner above.

NEW lost username and password retrieval process

« Click on "Forgot Username/Password"

« Enter your first name, last name, and the email address that you have associated with
your user account

« Check your inbox for your username and password

Customer Service Hours of Operation:

* Monday - Friday: 8:30 AM - 5:30 PM EST
Upcoming Office Closures:

* 22-25 December, 2012 - Christmas

« 1January, 2013 - New Years

21 January, 2013 - Martin Luther King J's Birthday
Security:
Ministry Mobilizer is secure. Both the login page and online application are protected by
Go Daddy Secure Certificate Authority with 128-bit encryption. The connection is
encrypted using AES_128_CBC, with SHA1 for message authentication and RSA as the
key exchange mechanism.

For best results, we recommend using Google Chrome. You can download Google
Chrome here.

Viewing Results from Ministry Mobilizer, Step 2: Locate the Report for Your Applicant
Using the Background Checks List:

1. Under the Background Checks or Training tab, select Complete.

2. The first column on the grid is Report, when the screening is complete, a GREEN C will display. Click on
the “C” to view the background report or Child Safety Training certificate.

‘Kmmsrnv MOBILIZER

Training: Complete

Click on the C to view the completed certificate for that person.

3 2 | --Enter a last name to filter by-- 2 Fitter
Navw Cvdars, Name: | --Enter a last name to filter b Department: Al - -

Pending (0)
Due for rescreen (0) :

£ Nick Dorrough None 02/08/2013

\ (e Test Testerson None 02/07/2013

Rescreened (0) G John Smith None 02/07/2013
Archive (0) lc @ Test Test None 02/04/2013
C Test Test None 02/04/2013

New Order... ‘ c Test Test None 02/04/2013
Pending (0) c Michael Brooks None 02/01/2013
2 - o o peiis
Cancelled (7) & Priority Research None 01/03/2013

S [~ Test Test None 01/03/2013

| (4 1 »/|M Pagesize:|10 ¥
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