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Note: Before starting to use Protect My Ministry-

Applicant Merging

Please confirm Ministry Mobilizer and Pushpay IDs before merging applicants and be sure to keep the
profile that has the most current background check report and consent form when merging. Please
contact us before merging with any questions. To confirm the Pushpay ID Protect My Ministry has on
file for an applicant, click the PMM Report link in their profile, log in and go to Order Background
Check menu. The Pushpay ID (formerly CCBID) will be displayed beneath the Position drop down.

ORDER BACKGROUND CHECK

Position :* Select v

CCBID : 23905

Account Set Up

Pushpay APl User Creation

As the Master Administrator or a user with the “Edit System-wide Settings” admin privilege, on the
Pushpay login page, enter your Username and Password as you would normally log in to the
system. (our screen shots will appear slightly different from your account as we use a developer’s
sandbox for testing)

Beta Testing Welcome to Beta Testing

- , . If you do not yet have a login and would like to participate In this community, you can sign up by clicking ‘Sign
BetaAdmir| Up’ under the login box to the left. An email will be sent with a link to activate your login shortly.

Once you log in, make sure you update your profile. This will begin to personalize the recommendations and
opportunities presented to you. Participation In the online community Is optional, but we encourage you to do
""""" so. Take a look at recent activity, find an interesting group to join or look for an opportunity to serve.

We hope you enjoy your online community!
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Create API User

71 Open the System Settings by clicking the wheel in the upper right-hand corner and select
API from the drop-down menu.
71 Select the Add a new API User from the Actions menu.
" You will need to enter the following information in the fields provided:
O Name Protect My Ministry
0 Username — will be provided after signup.
0 Password — will be provided after signup.
You will also need to enter the Primary Organization Contact Information:
O Organization Name Protect My Ministry

0 Contact Name Customer Service
0 Contact Phone (800) 319-5581
0 Contact Email support@protectmyministry.com

SAVE YOUR INFORMATION (bottom right-hand corner)

e
Organization API Information
Add a new API User

Your APIURL  hitps://multisite.ccbchurch.com/api.php

Thi resenis the root portion of what vou must sunply when making APT
T esents the root portion of what yc must supply when making API

Ser

Active Logins 231
Disabled Logins 0
Documentation API Services List & Descriptions

Organization Service Information

Services 190

Cancel or |I'm Finished|
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mailto:support@protectmyministry.com

API User Information

Name Protect My Ministry

Username

password csssRsnsReN

Re_Type password ssssssnssReN J

Password Strength: [ |

Primary Organization Contact Information

Organization Name Protect My Ministry

Contact Name (Customer Service

Contact Phone |(800) 319-5581

Contact Email |Support@protectmyministry.com

Cancel or

[J Select the Services tab on the same page (image above) and you MUST enable the following
services:

add individual to queue.
custom_field labels
execute search

individual profiles
individual profile from id
individual search

update custom_field labels
update individual

I Yy

SAVE YOUR INFORMATION!!
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Ordering Background Checks and Child Safety Training

Select Applicant in Pushpay
[J Loginto Pushpay
[J Enter the name of the individual in the ‘Search People’ search bar that is needing the
background check.

" LEAD.
Download our mobile app today

w Home

PEOPLE SEARCH Q3- Actions
@ Groups
Start typing the person's name Add Person or Family
8 People Try our Beta people page
MY SAVED SEARCHES
Serve
S Give
Calendar Show all my saved searches...
[ Reports

[J Select and open the profile of the individual.

New Applicant

LAU . Primary

= 1TestStreet

Y Tempa. FL 3361

ABOUT NVOLVEMENT NOTES & MESSAGES
Contact Info Personal Info
Mailing &>  Main Campus

\\ 1 Test Street
Tampa, FL 33618

Custom Fields

PMM Report A

Proceed

[0 Under the “Custom Fields” of the individual, select the option “Proceed” under “PMM Report.”

[0 If this is the first time of the day that you are ordering a background check, you will be required
to enter your Protect My Ministry login credentials but these are saved for the
session. (These credentials were provided to you upon successful completion of your sign-up
process or you may have been emailed your username from our system and asked to create
your password.)
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ﬂTT)
PROTECT
MY MINISTRY

BackcaounD Onecxs For Your PEACE OF Mo,

WELCOME TO Sign In
Protect My-Ministry,

Select Order Background Check/CST from the Menu

[1 Select “Order Background Checks/CST” from the Actions Menu on the right.

People Details

& People Sample Applicant ACTIONS

Phone:

ORDER BACKGROUND CHECK/CST
Email : Email@Email.Com
Address : 1 Test Street,Tampa,FL, SEND LINK TO APPLICANT

VIEW DOCUMENTS

VIEW REPORT

Provide Applicant Details

[J  You will then see a form filled with information from the individual's Pushpay profile. You must
ensure that all required information is entered. i.e., SSN (Social Security Number), DOB, etc.

October 17, 2023



Select Package or Services

[J Next you will be taken to the ordering menu (menus differ by account and requested services
and packages). You must order a background check to add on child safety training.

ORDER BACKGROUND CHECK

Package: Select
ere for explanation.
AlLa Carte
) 1 County Auto
Services: Auto County 7 yrs
BASIC
PLUS (Minimum Recommendation)
Search AKA (Maiden Plus MVR o0 All Court Searches)
Name) :

[J If ordering the Plus package or any package that includes a court search, you will have an
additional page in which you can select the state and/or county for your search.

Criminal Search

Please begin by choosing either the statewide or county search type. The state and county will then be pre-populated based on the provided zip code in the
applicant’s profile. However, this can be modified by manually selecting an alternative jurisdiction. Please note that if no state or county has been populated, you may
need to verify the validity of the zip code provided.

Choose a search type:

Ostatewide OCounty

Enter or Select Process Queue

[J Process Queue- After hitting “Next” you will be brought to the page where you can
select which Process Queue you would like your report to return to. If you have
previously entered step IDs for Process Queues, these will be saved and available to
select in the recently used drop down field after choosing ‘yes’. Just click on one to
use.
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Process Queue

Select Queue: @®ves ONo

Recently Used : A
1975 Background Check February
1965 Background Check January
1346 Background check
o
1888 Tesring

-OR ENTER NEW-
StepID :*

Queue Name :*

For more information on Process Queues and how to create them please
visit: https://chms.pushpay.com/s/article/Getting-Started-Process-Queues

Example of a step ID and process queue name: (in this example, 1965 is the step ID and
Background Check January is the process queue name). The step ID is found in the URL bar at
the top of the page and is the number found after the = following ‘step id’. Do not enter anything
other than that number when prompted for the step ID.

October 17, 2023



&« C () | & Secure | https:;//multisite.ccbchurch.com/step_individuals.php?step_id=19658ax=my

! Apps % Bookmarks [} Suggested Sites Digital Delve MM Admin MM Client Zendesk ¥ Client Help Desk/V [ ASlogin [[§ *Top5|Trello > PAYC

= Main Campus ~ Background Check January

= BACKGROUND CHECK JANUARY Q _
Add a person to this queue

Add & queue manage:

O Blendca Timing: Relative - 0 Days
Manager Email: Assigned O
Default Email:  Def
Parent Process: Background

i Repor Edit this queue
ama
PEOPLE
e QUEUE STATS
Hiding people assigned to someone else or due after Jun 13 with a status Select Al 38 Not Started
Test Usert [P :
Due: Tue em Accept
Departments = E send Eme MY STATS - THIS QUEUE
Event 0 Done
S File
Rohit Sharma [EEEEl
i Financia 0O Due: Thursday, Jan
For
Mail Merge: =
Me
- Nee
Positior
\ Pr s Queu
Rooms Resource: E

Kurt Stucker =]

Client Certification
'] On the final Summary page, you will see a Client Certification statement. Once read,
you must mark the check box to certify that you have the authorization to run a
background check.
'] Finally, you will hit the “Submit BG Check” button to send the request. Allow 24-72
hrs. for the completed report (some jurisdictions could take longer).
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Using Protect My Ministry’s Paperless Consent Form (Bundles 2 and
higher)

Select Applicant in Pushpay

[J Loginto Pushpay
[J Enter the name of the individual in the ‘Search People’ search bar that is needing the

background check

X LEAD.
Download our mobile app today

w Home

ud PEOPLE SEARCH Q 3~ Actions

@@ Groups

Start typing the person's name Add Person or Family

;\*. People Try our Beta people page
MY SAVED SEARCHES

(W) Serve
Redo my last search

) Give Most recently performed:
People with WP ids
Jao Se

Calendar Show all my saved searches...
[ Reports

[J Select and open the profile of the individual

New Applicant

LAU . Primary

= 1TestStreet

v Tame
EONT PROFRE ampa. FL 33618

ABOUT INVOLVEMENT NOTES & MESSAGES
Contact Info Personal Info
Mailing o Main Campus

\‘) 1 Test Street
Tampa, FL 33618
Custom Fields

PMM Report o
Proceed

[0 Under the “Custom Fields” of the individual, select the option “Proceed” under “PMM Report.”
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[J If this is the first time of the day that you are ordering a background check, you will be required
to enter your Protect My Ministry login credentials but these are saved for the
session (These credentials were provided to you upon successful completion of your sign-up
process).

\fTT/
PROTECT
MY MINISTRY

BackGaounD Cuecxs FoR Your PEACE OF Mivo,

WELCOME TO SignIn
Protect My -Ministry,

Select Send Link to Applicant from the menu.

&It

PROTECT
Send Consent Form BROLEST
Phone
E 1 E 'ORDER BACKGROUND CHECK/CST
mail: £
Address ampa, SEND CONSENT TO APPLICANT
VIEW DOCUMENTS

VIEW REPORT

SEND LINK TO APPLICANT

01 Ensure that at a minimum, the Name and Email address fields are correct.
71 Select “Send Link to Applicant.”
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1 Your applicant will receive an email with a link to an online form where they can enter
their applicant details and provide their authorization for the background investigation-
links are only valid for 7 days. If the link expires and the applicant is still interested in
participating, you will need to send a new link by repeating the process.

After Applicant Completes the Online Form
71 After the applicant completes the form, you will receive an email letting you know the
application was received.
71 You will need to log back in to Pushpay and select the “Awaiting” in
the applicant’s profile.
"1 You can click “View Documents” to view authorization form or click “Order
Background Check/CST” to place an order.
** We do offer an ‘auto order’ option that will automatically order the background check after
the applicant submits their consent. Please contact Protect My Ministry support for more details.

Viewing Completed Reports

You will be emailed upon successful completion of a background check.

[J Loginto Pushpay.

[0 Enter the name of the individual in the ‘Search People’ search bar who has the completed report
to view.

[J Click the “Complete” link in the PMM Report field (If training was ordered and completed, there
will be a link to the certificate in the CST (Child Safety Training) Certificate custom field. If the
link expired, the status will be “Expired”.

Custom Fields

CST Certificate
Click

Pager Numbe
00000

PMM Rej
Proceed
Report Date
July 19, 2022

[J Loginto the integration and click the ‘View Report’ tab in the Actions Menu
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[J All available reports will be displayed. P= pending, E = error and C= complete (for errors, contact
customer support). If the report is complete, you can click the “C” to view the pdf of the report.

KK
Report \P'_LR(\)"IE%I

First Name Prod Last Name 0611
Department Music Position Drums

Email Jjennifer.fowler@ministrybrands.com Phone

User Permissions

*The following Settings will all have to be accessed through Ministry Mobilizer.
*Remember you are only accessing Ministry Mobilizer to adjust certain settings, not to
place background checks.

You will need to log into Ministry Mobilizer at the following link:
https://mobilizemyministry.com You will be using the credentials that were provided to you in
your signup email or that you created. These are the same credentials you use to access ordering
from Protect My Ministry in Pushpay.

Some features are only available to certain Bundles.

Create, Delete and Edit Users

First, click the Settings icon in the top right. Next, click User Admin.
You can either select Edit or Delete, next to an existing user, or select New to add a new user.

Notifications are sent to users using the email address in the users’ setup menu. Users are
notified when:

"1 An application has been submitted.

7) The background report has completed.

71 Child safety training has completed.

"1 The applicant is under 18 years of age.
Notification emails come from message(@mobilizemyministry.com, please whitelist this email
address with your email provider. This will keep your notifications from ending up in your junk
or spam email folders.

Set permissions for the user by checking and unchecking the boxes.
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To deactivate a user, uncheck the Active box or if the user will never need access to the system
again, simply delete the user by clicking on Delete next to their name and confirming when
prompted that you wish to remove them from the system.

**The only permissions that apply to the Pushpay integration are:

U
U
U
U
U

Allow to View Background Reports
Allow to Request Background Reports
Allow to Edit SSN

Allow to Order Training

Active

All other permissions levels apply to Ministry Mobilizer usage only and features such as
departments will not apply to the integration but are necessary when creating positions in Bundle
4 and email notifications will still be sent if created on the Positions.

User Admin

Username

Password

A link will be sent to the user's email address to set their password.

First Name

Last Name

Email

Email Notifications

Background Check Completed

Child Safety Training Completed

Application Submitted

Application Submitted by Minor

Applicant Declined Background Check Authorization

Customization (bundles 2 and higher)
From the Settings, select Portal Customization
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Portal Customization

Homepage URL
Index.aspx

Introduction

Logo Image

& Upload

Banner Image

& Upload

Logo Image: 2 3 4
Upload your logo to the size of 300-pixel width. This works best in JPEG format.

Banner Image: 2 3 4
Upload a banner image, recommended size is 720 x 150.

October 17, 2023



Creating and Editing Forms 2,3,4

The purpose of the ‘Forms’ is to allow you to create different applications for individual
positions/opportunities within your organization. These different ‘forms’ can have
questions specific to that position/opportunity and can be assigned to different
departments so that they are reviewed by the individual responsible for that
department. Multiple forms is only available to bundle 4

From Settings, Select
Forms >Edit:

< Back

Announcements

Edit Form @ Preview
Positions
Departments
Forms

Authorization Required

Stages fully review these You that any changes you make and save will be presented to your applicants and that you are legally ible for its content.

Stock Questions English Disclosure Text Revert to Default

User Administration S P Paragraph v B I VU i= =

Billing References In connection with your employment application with Test CCB (the “Company"), this notice is intended to inform you that a consumer report
will be obtained on you from a consumer reporting agency for employment purposes. These purposes may include for hiring, retention,
promotion or reassignment. The report may contain information about you relating to your criminal information or history, driving and/or motor
vehicle records, verification of your education or employment history, social media or other background checks.

Additional Settings

Training Email Settings

Consent Form Email Settings

1. Assign a name to the form (Named ‘Standard’ by default). You can name the form for the
position it correlates to (teacher, minister, bus driver etc.) or you can name the form for a
type (volunteer, employee, administrator) which allows the form to be used for multiple
positions or opportunities. Think through your organization’s processes before you begin to
save time later! I suggest mapping out your departments, positions etc. and

your workflow process to make the system function most efficiently for you. (Departments
and Positions are only available to Bundle 4)

2. Check the box “Authorization Required” if you want the applicant to be required to
submit an authorization to submit their application. This is extremely important if you are
not collecting a separate paper authorization for ordered background checks.

3. You can edit the “Disclosure Text” and “Authorization Text”, or you can use our
default text. Consult your legal counsel. Be sure to check the local, state, and federal laws if
you are unsure of the requirements.

4. By checking the “Require Driver’s License” box, applicants will be required to submit

their DL info on their application. You may choose to require this if your organization plans
to run an MVR search.

5.8tock Questions (bundles 3 and 4) are questions we have prepared for different areas of the
application. Only check the boxes for those types of questions you feel are necessary for the
position the applicant is applying to or information you feel necessary to have on file. To see
the specific custom questions for each area, you can click on the ‘Preview Questions’ link
before requiring them on your application. *Note-there is an option in this section called
‘Ask Custom Stock Questions’ **- check this box if you plan to add your own custom
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designed questions for your application such as “Do you have any special talents that could
be useful to the position you are applying to?” These custom questions can be created once
you hit the “Save” button for your form or at any time by going back to the Forms section of
Settings. You will have the option to create dropdown, yes/no, short or long answer type
questions as well as provide instruction only statements with no expected response.

6. If there are questions you will use in multiple forms, or multiple times in one form, we
suggest adding Stock Questions (in the Settings Menu), to simplify the process of creating
your application questions. Bundle 4.

8. If you are going to add your own custom questions to your form, click save and then
enter those. The custom questions will appear in the order in which they are created. To re-
order the questions, use the Place Before option. You can also make the questions required
by checking the box next to “Required?” at the bottom. You can also hide questions when
you no longer want the question to appear on your form (deleting is not an option

9. Once your Form for your position is complete, you may preview the form by clicking on
the “Preview ” tab at the top of the Form page. After reviewing your form and making any
necessary changes, you can go to the ‘Positions’ section in Settings and choose the position
that this form belongs with. Select the form from the dropdown choices (Bundle 4).

Consent Form Email Settings (Bundles 2, 3, 4)

You can edit the email that is sent out to your applicants when you “Send Link to Applicant.”
When editing the Email Body be sure to include the proper tags.

If you want to change the where the email comes from, be sure that your email server is set to
allow relaying or emails will not go through.

Applicant Merging

We now display the CCB ID of the applicant in Ministry Mobilizer that corresponds to your CCB
applicant profile. Please confirm these IDs before merging applicants and be sure to keep the profile
that has the most current background check report and consent form when merging. Please contact
us before merging with any questions. To confirm the CCB ID Protect My Ministry has on file for an
applicant, click the PMM Report link in their profile, log in and go to Order Background Check menu.
The CCB ID will be displayed beneath the Position drop down.

ORDER BACKGROUND CHECK

Position :* Select v

CCBID : 23905

October 17, 2023



For any assistance or questions about your account, please contact Client Services
at 800-319-5581 or email support@protectmyministry.com .

Our support team will need the following to assist you:
Account Name, Billing Address and Phone Number

Admin person on the account we are authorized to speak to regarding this issue. If you are not an admin
on the account but an active user, we can speak with you. If you are not an active user, the
administrator will need to submit the ticket and give us permission to discuss the issue with you.

The CCB URL for your church that you use to log into Pushpay

Example https://multisite.ccbchurch.com/goto/login

Applicant Name (if there is an issue with an applicant)

Applicant CCB ID (this can be found when viewing an applicant profile and recording the numbers at the
end of the URL — Example https://multisite.ccbchurch.com/goto/individuals/23905 23905 is the CCB ID

Ministry Mobilizer Applicant ID —to locate this ID:

Go to the applicant profile in Pushpay.

Click on Edit.

Click on the Admin tab.

Scroll down to the custom fields and look at the URL for the PMM Report field.

You can copy and paste the entire URL Example <a
href="https://prm.pmmdev.io/ccb/Login?aid=17286889' target='_blank'>Completed</a> (the
Ministry Mobilizer ID is the number after aid=)

e I I I B

Description of the problem you are having as well as any error messages or screenshots you can provide
to help explain the issue.
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