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Background Check Entering Instructions

Office: (651) 644-3880
Toll Free: (877) 644-3880
Fax: (651) 644-3877
Website:           www.mcdowellagency.com
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1) Go to www.mcdowellagency.com and select “Client Log-in”.
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2) Enter your user id and password:

User Id: fastpitch1
Password: fastpitch1
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3) To enter your background check request, select the “Request” tab from the menu that stretches
across the top of the webpage.
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4) 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.
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5) The following information is required* to complete the background check:

A) Last Name
B) First Name
C) Current Address
D) City
E) State 
F) Zip
E) Date of Birth
F) Social Security Number

Click “Continue” to proceed with the request.



7

6) This page shows the types of searches you selected and requires that you enter information to 
conduct the statewide and county criminal checks.  

Criminal Court Searches: “click on” “Add/Edit” under the criminal/civil searches.
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7) On this page you will add the statewide Minnesota Bureau of Criminal Apprehension (BCA) 
search and the county criminal record search.  These are the only 2 searches that need to be 
added.

1. For the Minnesota BCA search:
a. Select Felony and Misdemeanor for “Search Type”.
b. Select Minnesota for “State”.
c. Select “Statewide” for County/Jurisdiction.

2. For the county criminal record search:
a. Select Felony and Misdemeanor for “Search Type”.
b. Select Minnesota for “State”.
c. Select your current county of residence for the County/Jurisdiction search.

When completed select “Add Searches to Order”.
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8) After you click “Add Searches to Order” you will be taken back to the main “Enter Search 
Request Details” screen. 

Order Authorization and Submission: Click on “Agree and Submit Order”.
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9) Once you have successfully submitted a request for background screening, this page will 
appear. Please be sure to print a copy for your records. You can then logout to complete the 
process.
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If you have any questions or concerns, please contact us:

Phone: (651) 644-3880
Toll Free: (877) 644-3880
E-mail: admin@mcdowellagency.com


