Eagan Wave Soccer Club

MYSA Background Check Instructions

July 2011

1) Go to www.mcdowellagency.com and select “Client Log-in” found at the top right corner.

2) Enter User ID and Password. (Both are MYSEAG). Need to enter them in ALL CAPS.
3) To enter your background check request, select the “Request” tab from the menu that stretches across the top of the webpage.

4) The correct package should be selected (MYSA Volunteer Package).
5) Type your full name into the space next to “Electronic Signature” and mark the box next to “My name entered above Signifies my Electronic Signature.” 
· Click on “Continue” to proceed.


6) The following information is required* to complete the requested your background check:

· Last name

· First name

· Current address

· State of residence

· Date of birth

· Social Security Number

· Gender (for this field enter either “male” or “female” race is not needed)

* * MYSA has requested that you provide additional information in addition to the items listed above. This information is requested for registration purposes only.
7) Criminal Court Searches, Social Trace, National Sex Offender Database, and USA Criminal Index:
· “Index” should be pre-filled, but if the check marks do not automatically appear, please choose these searches from the menu on the right side of this screen.

· Click “Continue” to proceed with the request.

8) Criminal Court Searches: On this page, you will add the Minnesota Statewide Bureau of Criminal Apprehension (BCA) search and the County Criminal Record Check.
· For the Minnesota Statewide BCA search, choose “Felony and Misdemeanor” for the Search Type, select “MN” for the State, and select “STATEWIDE” for the County/Jurisdiction. (STATEWIDE is the very last menu option in the drop down menu.)
· For the County Criminal Record Check, select “Felony and Misdemeanor” for the Search Type, select “MN” for the State, and select your current county of residence for the County/Jurisdiction. (If you don’t know your county, enter your zip code in the “Zip Code Lookup” field and select the “Assign the County” link.)

· Select “Add Searches to Order”.
9) After you click “Add Searches to Order,” you will be taken back to the main Search Request Details screen.

· Read the “Order Authorization and Submission” section and, assuming you are in agreement, click on the “Agree and Submit Order” button.
10) Once you have successfully submitted a request for background screening, a confirmation page will appear. Please print a copy for your records. You can then logout.
