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Step	1	–	Setting	up	your	account	with	Protect	My	Ministry.	
• Login to Churchteams (must be an account with Financial Admin access) 
• Click the Settings menu and then select Account 

 

• Click the Sign Up button (as shown below) and complete the registration page to setup your Protect My Ministry 
account.  If you are an existing Protect My Ministry customer be sure to denote that you are already using the 
system. 

 

 	



Step	2	–	Entering	Protect	My	Ministry	settings	in	Churchteams	
• When your Protect My Ministry account is ready for use you will receive an email with your Organization ID and 

password which are entered into Churchteams to enable the integration 
• Login to Churchteams (must be an account with Financial Admin access) 
• Click the Settings menu in the upper right and then Account. 
• At the bottom in the Protect My Ministry section click the Link / Connect button 
• Enter the Organization ID and password you received from Protect My Ministry and your full name and email 

address (or the person who is the primary contact for background checks) and click the green Save button.  The 
Background Check Security level allows you to control which type of Churchteams users are allowed to view and 
request background checks.  You are now ready to request background checks from within Churchteams. 

• In addition this settings page allows you to access the Administration page for your Protect My Ministry account 
and this is only available for users at the Financial Admin security level.   Click the blue button to access the 
administration page in Protect My Ministry.  Generally you will not need to access this in the normal process of 
requesting and view background checks but it is available for viewing billing information etc. 

 	



Step	3	–	Request	a	background	check	
• Search for a person in Churchteams that needs a background check and click the Request button in the 

Background Check field. 

 

• The following page will be displayed and information from Churchteams will be pre-populated in the request.  
Complete the page and click Submit. 

 



• The background check will be initiated and you will be emailed when it has been completed and can be viewed.  
When that email is received you can login to Churchteams and search for the person again click the View button 
in the Background Check section. 

• The report will be displayed in a new window for your review and if you have a custom member attribute to 
track the date of the last background check you can edit the member information and update that date. 

Step	4	–	Create	a	volunteer	registration	form	with	background	check	(optional)	
 

• If you want you can create a registration form in Churchteams that will take some information and then send 
the person to the application page for Protect My Ministry to complete the background check form. 

• The first step in enabling this would be reaching out to Protect My Ministry and requesting that they setup this 
option for you.  They will give you a code that needs to be entered in the “Code for Auto Order” field under 
Settings / Security / Background Checks.  Once this is setup you can create your registration as described below. 

• To do this login to Churchteams and click the gray Groups menu and select Create to make a new regstration 
group.  You can call it whatever makes sense for how you plan to use it for example “Volunteer Background 
Check” or something similar.  Placing the people who should get notified when someone completes the 
registration for this group as Leaders in the group means they will automatically get emailed when people 
register. 

• Once the group is created you can go into it and click the blue Edit button and select Registration Settings .  A 
page with the following options will be shown.  It’s best to enter a “Registration Completion Message” like the 
one shown so that they are clear that after the Churchteams registration they will be taken directly to the 
Protect My Ministry page and they need to complete that as well.  Be sure the “Registration Completion 
Option” is set to “Background check form”.  Also un-checking the “Allow multi-person registrations” is 
important as each applicant would need to register separately.  Lastly the listing of Registration attributes in 
blue at the bottom should contain any questions you want to ask them but should at least contain name and 
email.  If you add the Birth Date (Member) field and require it then what they enter in that field will be passed 
through to the Protect My Ministry form so they don’t have to enter that twice.  The same is true of their name.  
Be sure to click the Save button at the bottom  

 



• Finally on the same Registration Settings page copy the green link at the top of the page and place that on your 
website where you will be directing volunteers to register. 

 

Need help or have questions?   

Contact us at support@churchteams.com or call 817-405-9750. 
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