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Base Packages

Base packages are the starting packages that come with your account. You have the option
to toggle them off, if they are not needed.

e Essential - National Criminal Search, National Sex Offender Registry, SSN Trace,
Automatic re-verification of records and possible records, One County Criminal
Search (Auto Populated from Address History)

o Preferred - National Criminal Search, National Sex Offender Registry, SSN Trace,
Automatic re-verification of records and possible records, unlimited County
Criminal Search (Auto Populated from Address History)

e Premier - National Criminal Search, National Sex Offender Registry, SSN Trace,
Automatic re-verification of records and possible records, unlimited County
Criminal Search (Auto Populated from Address History)

SetUp

Once you sign up with Protect My Ministry, you will receive an email from our team to
confirm that the account is set up and the API Key. The API Key will need to be entered
inside of Ministry Platform to connect the two systems

¢ |Inthe Navigation menu, go into Configuration Settings from Administration
e Update your Protect My Ministry Credentials:

COMMON, BackgroundCheckProvider: Enter PMM.

COMMON, BackgroundCheckOrderUrl: Use https://horizon-api-prod.protection-services.com/
api/v2/invitation/send.

COMMON, BackgroundCheckPackageUrl: Use https://horizon-api-prod.protection-
services.com/api/v2/invitation/packages.

TOOLS, BackgroundCheckPassedVerbiage: Make sure this is set to Clear.

COMMON, BackgroundCheckEmailTemplateUrl: Use https://horizon-api-prod.protection-
services.com/api/v2/invitation/email-templates.

COMMON, BackgroundCheckApiKey: Protect My Ministry provides this value. (You should
have received this after you submitted the sign up form but I can resend it if needed)
COMMON, BackgroundCheckUsername: Leave this configuration setting blank.
COMMON, BackgroundCheckPassword: Leave this configuration setting blank.

TOOLS, BackgroundCheckCallbackUsername: Leave this configuration setting blank.
TOOLS, BackgroundCheckCallbackPassword: Leave this configuration setting blank.



Ordering Background Checks

An online consent form invitation link will be sent to your applicants. This will prompt the
applicants to enter in their own information and give consent online. Once the applicant
has completed the online invitation link, the background check will be ordered

automatically.

e Search for the applicant that needs a background check through the Contacts tab in
the left hand menu
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e ClickonTools inside of the applicant’s profile, then click on Background Check
(New) option



Contact #953871

@ Fowler, Jennifer | jennifer.fowler@ministrybrands.com

General Primary Family Relationships Message Log Prayer & Feedback Subscriptions Contact Log

Edit Record ® nsichts

Actions Tools (21) Reports (32)
Individual Engagement L Ao [ B ampsiy
Participant
Add / Edit Family Tool

Participant Type: G Background Check
Member Status: (New)
Engagement Level:

BIS Background Check

Certifications

e This will open up the Background Check Tool window to choose the type of

background check

Order Background Checks

Selected Contacts 1] @ Search Fowler, Jennifer jennifer. fowler@ministrybrands.com

Background Check Type * MNotes

— Selection Info

Checks Current/Completed:; O
Checks In-Process: 0

Checks Expired/Missing: 0

Requesting Ministry

Additional Flelds

Email Template *

Background Check Type — The type of background check that will be ordered on this
applicant after they fill out the online consent form



Requesting Ministry — Optional within MinistryPlatform

Email Template — The email that is sent to the applicant with the link to the online consent
form. This can be edited in the PMM Portal

Order Status

In Progress — When the online consent form is sent out to the applicant to complete and
when the background check is pending

Completed - When the background check has been completed from Protect My Ministry

Error - When there is something wrong with the background check. Reach out to the
Protect My Ministry support team to look more into the error

Viewing Results

Once the background check is completed, Protect My Ministry sends a notification, and an
URL will appear in the applicant’s Ministry Platform profile

e Theresults are in the People List menu > Background Checks
o The URL that’s under the Report URL will take you into the PMM Portal to view
the results of the background check

Background Check #648 < Previous Record Close X

@ Fowler, Jennifer | Essential

General

Edit Record Actions Tools (9) Reports (28) Tasks ~
Background Check Started * Background Check Submitted " ¥
05/23/2025 11:58 AMET 05/23/2025 11:59 AMET

Audit Lo v
Background Check Returned All Clear
05/28/202509:16 AMET Yes
Reference Number Report Url
f11d1dc1-e009-4a4d-8cd0-65029effb6f2 https://horizonpyweb-prod.protection-

services com/résults/f11d1dc1-e009-4a4d-8cdO-

Notes

Background Check Type Background Check GUID

& Essential 7e186596-84fd-4eel-b91c-ad6d0ebb35a7
Background Check Expires Background Check Status
05/28/202609:16 AMET Completed

e C(Clickonthe link to be directed to the PMM Portal, which you will need to log into



Sign in to Protect My Ministry

Forgot Password?

New to Protect My Ministry? Create an Account

e Inthe PMM Portal, the results of the background check will be listed as “View” under

the Report column

Name Email Authorization Date Requested Status Report Assessment
Release - 2025.02.25 Test 2 divyang.patel+tr2@ministrybrands.com D View 6/19/2025 + Completed 0 view @ Review
Release - 2025.02.25 Test divyang patel+trigministrybrands.com 6/19/2025 - Completed 0 View @ Review
Authorization Date Requested Status Report
O View 6/19/2025 ~ Completed O View

6/19/2025 ~/ Completed D View



PMM Portal Settings

Custom Packages

e Inside of the PMM Portal, click on Packages in the left hand menu

Background Checks

Child Safety

Packages

Support

(X) COLLAPSE

e Here, you canview the base packages to deactivate it needed, and create a new
Custom Package by clicking on the Custom Package

Your Custom Packages

rices do notinclude state, court, or other search fees.

+ Custom Package

Our Base Packages

Prices do notinclude state, court, or other search fees.
Essential Preferred Premier
~ Multistate Criminal Search v Multistate Criminal Search ~ Multistate Criminal Search
+~ National Sex Offender Registry v National Sex Offender Registry + National Sex Offender Registry
~ SSN Trace ~ SSN Trace ~ SSN Trace
v Automatic re-verification of records and possible records v Automatic re-verification of records and possible records v Automatic re-verification of records and possible records
+~ One Countywide Criminal Search (Auto Populated) v Unlimited Countywide Criminal Search (Auto Populated - 7 v Unlimited Countywide Criminal Search (Auto Populated -7

yrs) yrs)
~ Unlimited Federal by District Search (Auto Populated - 7 yrs)

A View Add-Ons

e Youwill be able to name this new package to easily know what type of background
check this will be



What would you like to name this package?

@ Tip: Use a name that will help you remember the purpose of this package and its searches, as it will be the package
name that appears when selecting your orders. This package name will not appear in reports.

e Choose a Base Package, or check the checkbox on the bottom “l do not wish to have
a base package as part of this custom package”, then click on the Continue to Add-
Ons to go to the next page

Choose your Base Package

Coming Coming
Soont Soon!
Essential
Selected |
Multi-State Criminal Search LV
Mational Sex Offender Registry Search v
SSN Trace ¥4
County-wide Criminal Search (Auto-Populated - 7 years) One

Federal by District Search (Auto-Populated - 7 years) =

| do not wish to have a base package as part of this custom package

¢ Youwill be able to choose individual searches to this custom package from this list
of Add-Ons if needed, then click on the Save Package button



Choose your Add-Ons

= Motor Vehicle Records Search

2 Motor Vehicle Report

&lé Criminal Records Search

/A National Combo Search

A National Sex Offender Reqgistry

General Settings

+ Add

+ Add

+ Add

e Under General settings you can set notifications, the time interval at which
invitations should expire, rescreen intervals, retraining intervals, as well as upload

your own logo to show in the Ul and on email templates
e Invitation Expiry Interval applies to background check invitations, not Safety Training
- these links always expire in 14 days

Account Settings

General Profile Update Billing

General

Notifications

Choose how and when we
contact you. We may still send
you important notifications
about your account outside of
your notification settings.

Billing References Consents & Disclosures

Notify me when...

There are report updates
An applicant invitation is sent

An applicant invitation is expired



Applicant Invitation Expiry Interval

Choose when you want 2 weeks he
applicant invitation emails to
expire after they are sent.

Rescreen Interval - Background 5 - :
Checks months year
Choose how often you want us

to let you know an applicant

needs to be rescreened.

Retraining Interval - Child Safety

Training 1year 2years 3 years

Choose how often you want to
be notified that an applicant
needs to be retrained.

Billing References

e To create, edit, and delete billing references, click the Billing References tab. Here
you can create as many custom billing references as you'd like, as well as set a
default billing reference

Account Settings

General Profile Update Billing Billing References Consents & Disclosures Invite Email Users & Permission

Billing References

These codes can be used to 4+ New Code

tag background check orders
by billing groups.

Consents & Disclosures

e Toview or edit Disclosures & Authorizations, select the Consents & Disclosures tab.
You can choose to use the default template provided by Protect My Ministry or
create your own. Switch to Authorization by selecting the Authorization tab. Make
sure you save any changes made



Account Settings

General Profile Update Billing Billing References Consents & Disclosures Invite Email Users & Permissions
Disclosure Authorization
Preferences Text

@ Use Default Disclosure Text

Create Custom Disclosure Text

Email Templates

e To create, edit, or delete custom invite templates for Background Checks and Safety
Trainings, select the Invite Email tab

Account Settings

General Profile Update Billing Billing References Consents & Disclosures Invite Email Users & Permissions

Invite Email @ Background Checks 4 Email
Templates Template

This is the email your applicants receive when you invite them to complete a background check. Select "+ Email
Template" to create and save custom email templates that suit your organization’s needs.

Sort By Newest First v

e When creating or editing an email template, ensure you title it in a way that will be
informative of when it should be used.

e Inthe body, you can add whatever content you like as long as it incorporates the
tags noted below. These tags will automatically populate the corresponding
information: [ApplicantFirstName], [ApplicantLastName], [ClientName], and
[InvitationLink]

e |[fyou've added a logo to your account, you can include it in your email templates.
Make sure you save any changes



Edit Email

Edit Email
Customize the fields on the right to Email Template Name
create an email for a specific use Internal Use Only. Example: “Volunteer Email”
case.
[ClientName]
Subject Line
255 characters remaining
© Important
[ApplicantFirstName], Insert logo as header
[ApplicantLastName],
[ClientName] and [InvitationLink] -~ ~ B I U & = =E = E =

are required tags in the email body.

Users & Permissions

e To add anew user onto the account or edit a user, go into the Users & Permissions
tab
Account Settings
General Profile Update Billing Billing References Consents & Disclosures Invite Email Users & Permissions

Roles & Permissions

e Click on the blue + User to make a new user. Enter in the required information and

choose their permissions

All (41) Full Admin (28) Limited Admin (2)
Name Email Role Date Added Last Active
JT

Limited Admin Aug 6, 2025 Aug 7, 2025



Background Check Dashboard

e You can utilize the background check dashboard to easily filter for recently
completed reports so you can view the report and make an assessment

M I NISTRY

@€ PROTEC
L]

Background Checks Background Checks

Child Safety

New Results @ Alerts © Due for Rescreen @
FEESRES 15 Y View 23 Y View 16 ¥ View
Support

Q, Search All ~ All v
() COLLAPSE
O selected @ Archive
Name Email Authorization

e When the background check is completed, click on the View under the Report
column to view the results

Due for Rescreen @ Expired Invites @
¥ View 16 Y View 80 Y View
v All v & csv | | & XLS | | @ Columns
Authorization Date Requested Status Report Assessment
6/26/2025 ~ Completed O Viewed 9 Review
6/26/2025 & Sent
D View 6/19/2025 + Completed D Viewed @ Review

¢ You can manually change the Assessment from Review to either “Clear” or “Not
Clear” by clicking on the three dots to the right of “Review”



Report Results

Assessment

@ @ Review

Report 0. 1asmmass
®, PROTECT Orer oate oenazozs
Completion Date 0611972025
L Crplalontan | afuzas O O Clear
Ropert Provided by Roport Ordermd by
Proect g Meity, LLG Teat Payioony (przon)
353 N B by Py, 1o 201 15455 N e My oy
Temga, FL 30618 Tamps. FL 33618 Escalate
Appllan

t Sereencd

RELEASE - 20250225 TEST 2

D.0.8: 1111893

SEN. XKX-KK KKK

Agoress: Test Stieet 1, Anchorage, AK.
0025,

Referenca No: HR

Eonia Save Assessment
30388387 County Criminal - LOS ANGELES, CA NO REPORTABLE RECORDS
S _Natres Goma Seareh

v name and address hisiory MMOIMaBoN fram oUr (St Providers we Wil continue to use that
intormation oner names

‘and which

Pl record searches,
the provided
vobunizer.

Due for Rescreen is another quick filter to easily identify who is due for a new
background check based on the rescreen intervalin the General Settings

o Theinterval for rescreeningis up to your organization’s discretion

Background Checks

New Results @ Alerts @ Due for Rescreen @

15 ¥ View 23 16

Expired Invites @

Y View X Restore 80 Y View
Q Search All ~ All v L csv || L xs
O selected & Archive
Name Email Authorization Date Requested Status
Test Test O View 6/10/2024 @ Due for Rescreen



Safety Training Dashboard

e The Child Safety dashboard allows you to track all of your safety trainings in one

place

@€ PROTEC

M I NI STRY

Background Checks Child Safety Training

Child Safety

New Results ©@ Due for Retraining @
et s 3 Y View 7 ¥ View
Support

Q, Search All
() COLLAPSE
0 selected © Cancel Training | | @ Archive
Name Email Requestor

Date Requ...

e You can easily filter for recently completed trainings to view applicants' scores and

certifications as well as who is due for retraining

Child Safety Training

New Results @ Due for Retraining @

3 Y View 7 Y View

Q. Search All v
O selected © Cancel Training | | @ Archive
Name Email Requestor Date Requ... Status

e Click "View" to open training certificates

Score



Q, Search Al v {i. csv } [ak. XLS J {III Columns

O selected © Cancel Training J [E Archive ]
Name Email Requestor Date Requ... Status Score Certificate
Test Test Test Test 6/17/2025 ... ~ Completed 87 O View
Test Test Test Test 5/27/2025 ... ) Expired 0]
3/10/2025 ... ~ Completed 76 D View
5/14/2025 ... + Completed 76 O View

e You can print the certification and save for your records.

Child Safety Training Certificate x

@ PROTECT

This certifies that

Santa Claus

has successhully completed the Child Sexial Abuse
Prevention Traning Course and examination

80%

20425 Cormea

Wednesday, November 20, 2024

Date Completed

=

o Due for Retraining is another quick filter to easily identify who has expired training
based on the expiry interval assigned.



@ PROTEC

M I NI STRY

Background Checks Child Safety Training

Child Safety
New Results @ Due for Retraining @
PR 3 Y View 7 Y View
Support
Q, Search All v
() CcOLLAPSE
O selected © Cancel Training | | @ Archive

Name Email Requestor Date Requ...





