PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE

DIOCESE OF ALLENTOWN
lnstructlcns to Obtain VOLUNTEER

I Record Checks %EPATCH
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H Chck “‘New Reccrd Checl{*: (Vclﬁnteers Only) — the yelfcw Butten
2. Read and accept the Terms and Conditions:; %2 o e
3. The Dmp—dcwn menu for “Reason pf Request" shculd be “VclunteerFREE“ wnth nc ether |

OptiOﬂS a\faifable *4; r:q;_ h Luﬁ*~— ﬁ :'5“1
a. If thatis not the caee ycu mey need to etert over, W1th the yellcw button.
4. Fill out Contact Infcrmatlen. G & __;i;- )
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A These w1th the red asterisk (") are reqmred end the fcrm will not allow ycu t0 "
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ccntlnue without prcvzdmg thet information. G BB @
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Click “Next
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6. Confirm information on “Rewew Requestcr” page and, CIiCk ‘Proceed.”
7. Fillin mformatlen fcr thé Record Check. .« & . L
‘a. These with red asterisk (*) are cr}ce egern requured iy
b ‘Social Security Numbers ere hlgh!y reccmmended and wﬂl a!lcw the repcrt to
/ come back more qusckly E T
8. Click “Enter This Request

a. If enether report is needed for enether indwlduel (spouse, for exemple) ycu may
| enter that information now. Cllck “Enter This Request” again after..
- b. Ifnot, click “Ftn;shed" crf'the next page without entering further znfermetlcn
9. Confirm information on “Reccrd Check Request Review” end"chck “Submit.”
10. Click on the hyperhnked Control Number to come tc the ‘Record Check Detalls

11. Click “Certification Form” above the “Back’ buttcn
__,_12 Click “OK” on the pop-up d:elcgue bcx ccncernmg printing margms

Thns resultmg document is the OFFICIAL Certlf' cetlon

Print and save thle document for your records. You will need tc prcwde this certifi cete tc ycur
respectwe Local Safe Environment Ceordmetcr or location contact. They will then send it to the
Diocese of Allentown Background Check Office for ycu tc be cﬁ‘ clally cleared given all the

required background check documentation.

If additional reports need to be saved, use the Bec 'cpume provided on the pege only as the
back buttcn of your browser may reeutt in an error and pcsmble lces cf these record checks,

which can only be recovered with the aeelgned control number

Please be aware that rece:pts and invoices are not ecceptab[e as f nal documentation of the
clearance. These are only useful if less than e yeer old allowing us to pull the ch clal certificate.
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