Step-by-step: Applicant instructions for Online Background Check

myBackCheck.com (facilitated by Sterling Talent Solutions) Ao

Below is what the secure link to begin your online criminal records check.

An email notification will be sent to the Director of the Office of Catholic Youth
confirming that your criminal records check has been completed through Sterling Talent
Solutions.

You will also receive an electronic notification in your email 24-hours after submission
to view your results online through your secure account.

There is no cost to you for this search. Please ensure that you are using the secure link
in this document and not through a google search to avoid the “self-serve” option.

Click the link (or copy/paste link into your web browser) to start the check:

www.sterlingtalentsolutions.ca/Archdiocese-of-Toronto

. Archdiocese myBackCheck.com”
o Toronto 1.877.455.6699

As part of the Archdiocese of Toronto's
screening process, you are required to
complete a Criminal Record Check online
via myBackCheck.com

This check can be completed in these simple steps

1 REGISTER:
Create your personal account by visiting
www.sterlingtalentsolutions.ca/Archdiocese-of-Toronto,

2 PROVIDE CONSENT:
Provide your information and consent to the check online.

3 VERIFY ID:
Complete the questions relating to your credit file and
address history to prove your identity online; should you
fail the online ID verification process, simply print the ID
Verification form and take it along with 2 pieces of ID
to your nearest Canada Post location, as per the

directions provided. Sberling

Talent Solutions

Link to the landing page to start the check



http://www.sterlingtalentsolutions.ca/Archdiocese-of-Toronto
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Your screen should appear like this:

@ Archdiocese Sberling

& o Toronto Talent Solutions

Sterling Talent Solutions
Global Background Screening Partner
For Archdiocese of Toronto

To begin, please choose the Archdiocese of Toronto location that is
requesting this check (i.e. Catholic Pastoral Centre, Satellite office
name or Parish name), then click on the “Start My Check” button
below and follow the on-screen prompts.

- Please Choose - v

Start My Check!

About Sterling Talent Solutions

Please follow the prompts to complete the screening process:

1. Select from the 15t drop down menu — (i.e. Satellite Offices )

2. Select from the 2nd drop down menu
— scroll down the list to locate Office of Catholic Youth
3. Click on the red button — Start My Check!
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Sample — Screen Shot:

<« C {} | ® www.sterlingtalentsolutions.ca/landing-pages/a/archdiocese-of-toronto/ w| O D

i Apps G intranet [J Intranet-Teamshare = TTC Frequently Asked = TTC Students ¥ Yammer: Verify Emal [j » Hair Donation Guic |;\ National Prospect Cle »

'g Archdiocese Sberling

" of Toronto Talent Solutions

Sterling Talent Solutions
Global Background Screening Partner
For Archdiocese of Toronto

To begin, please choose the Archdiocese of Tarento location that is
requesting this check (i.e. Catholic Pastoral Centre, Satellite office
name or Parish name), then click on the “Start My Check” button
below and follow the on-screen prompts.

Select Office for Catholic Youth from the drop down

Start My Check!

About Sterling Talent Solutions

=
1:25 PM
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The screen will appear with an option to register online:

1. Select the black button on the page — “Register Here”

< (] 0 8 Secure | https://www.mybackcheck.com/Secure/Invitation/Selfinvite aspx?selfinviteld =Yk4cNmtxmY¥173m3onZ4T5Q==& ¥¢ | o

E=' Apps & intranet D Intranet-Teamshare = TTC Frequently Aske == TTC Students  ¥& Yammer : Verify Ema D » Hair Donation Guic |;| National Prospect Cle »

myBackCheck.com

age & Share your g check About FAQ Contact Frangais

myBackCheck.com Registration

Company : Archdiocese of Toronto
Location : Office of Catholic Youth (OCY)

Role : Enhanced Police Information Check

New to myBackCheck.com?

Please complete and submit the following form to advance to registration and begin your check.

Archdiocese
of Toronto

Register Here . .
Click here to register

Already a myBackCheck.com account holder?

If you already have a myBackCheck.com account, please provide the necessary information above and log in below.

Login (for Account Holders)

User Mame Password

Trouble logging in?

Powered by Eackcheck' Canada's Largest Background Checking Company Checkwell Detision Corporation @ 2011 All Rights Reserved Privacy Policy
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By selecting the “Register Here” button, the screen will advance to the
section where you can do the following:

Create Account. Enter your user name, password and security questions to create

your personal account.

Check Your Email. Sterling Talent Solutions will send you an email with a link to
activate your account for security purposes.

Log in and complete your checks. Once logged in, you can view and accept

invitations to complete a Criminal Records Check, or order one for yourself.

*Do not enter your Social Insurance Number — this is optional NOT required.

myBackCheck.co

age & Share your check

Acc

ount Registration for Individuals

Welcome to myBackCheck.com! The following form will allow you to create a personal account
with us. All fields marked with * are mandatory. If you have questions about our website or

sernv

ices, please refer to the FAQ or contact us.

General Preferences

Language
English v

Your Profile Information

First Name 3

Province %

[Select] v
Email 3 (@)

Phone Number (including Area Code)

Cheose a User Name # (@)

Last Name

Date of Birth (VYYY/MMDD) %

v v

erify Email Address sk

Phone Extension

For your security, please ensure your password has at least 8 characters
containing the following; one uppercase letter, one lowercase letter, and one

number.

Password &

Security Questions @

Wheo was your childhood hero?

What high school did you attend?

What is your favourite song?

What is your favorite sport?

What is your mothers maiden name?

Confirm Password s

About FAQ Contact Frangais

Getting Started

Create Account.

Enter a username, password
and some security questions to
create your personal account.

o Check Your Email.
We will send you an email with &
link to activate your acecount
ifor security purposes)

Log in and Complete Your

Checks.
Once logged in, you can view
and a witations to

n
com a Criminal Record
Check, or order one for
yourself.

Already have an account?

Login Now

Archdiocese
of Toronto
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4. Logback into your email account to begin the online check:

Once you have registered with Sterling and have created an account,
the screen should appear like this below.

The next step is to log into your email and click on the link in your email.

myBackCheck.com

Order - Store* Manage & Share your background check About FAQ Contact

Registration Successful ! Your next step is to activate your account.

Check your inbox for your account activation email.
Please note: You have not vet submitted a request for processing.

Powered by BackCheck’ Canada's Largest Background Checking Company Checkwell Decision Corporation © 2011 All Rights Reserved  Privacy Policy

When you log into your email account, your email in-box should have a message
from mybackchek.com which appears with a link in the email. The email
message will appear with a long link (similar to the link below).

To start the check and log into your personal account, click on the link in
your email. Sometimes this message may appear in your junk folder.

Activate your myBackCheck.com account

Archdiocese of Toronto  x

n |
]

myBackCheck.com <newuser@mybackcheck com:= Aug 29 L =
to me |~

Thank you for registering with myBackCheck.com!

Please click the link below to activate your account so you can log in.
https-/fwww mybackeheck. com/Publie/\VenfyEmail. aspx?EiD=
ZNFk3Zk1DbLQBwvAPNEVRstQl edzmE gtaDpa%2fTFyylsMLII%40WWTMES Click link to log into your account
407 GFQnQxBUeNeCOwenkt6RQARtHLVW Wt fgGIM B X cbgOIrP Fz4AE 4ulMblCBvda
Z£ZmPg7SiNO2ztydB TebAGTtHAHAL j6lcJogxm TymXfmR3IA%A0d Tot44%
2fNB8%3dé&lang=1

This link will expire in 72 hours

ARAA R AR

If clicking the link above didn't open a new window or tab. please copy and paste
it into your browser's address field.

EREER R
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The screen will appear with a log-in to your personal account set up with
Sterling Talent Solutions.

Enter the user name and password that you have created in the fields below.

myBackCheck.com

Order - Store- Manage & Share your background check

About FAQ Contact

Enter your user name and password

Powersd by Canada's Largest Background Checking Company Checkwell Decision Corporation ® 2011 All Rights Reserved  Privacy Policy

The screen should appear like this with a welcome message.

Double click on “inbox” and the screen should appear like this:

<« C 0O | @ https;//www.mybackcheck.com/Secure/Landing.aspx T ‘i'.‘r| O

HH Apps & intranet D Intranet-Teamshare = TTC Frequently Askec - TTC Students  ¥& Yammer : Verify Ema D » Hair Donation Guid EJ National Prospect Cle »

myBackCheck.com

Order - Store- Manage & Share your background d

mysccount O]

Account Home Welcome John Doe LastLogin 2016-10-27

Welcome John Doe Log out Sbout | FAQ | Contact | Frangais

Edit Profile Flease Check your [nbox for invitations and action items. You have 1 item(s) requiring your attention.

Edit Security Questions
Edit Password

Purchase Histary
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Double click on “blue bar” and the screen should appear like this:

< C {} | & https//www.mybackcheck.com/Secure/Requests/InboxDetails.aspx | O
5 Apps & intranet  [§ Intranet-Teamshare <= TTC Frequently Askecd = TTC Students  ¥# Yammer : Verify Ema [% » Hair Donation Guid |:| National Prospect Cle »
myBackCheck.com
Order - Store- Monage & Share your background check We":ome JOhn Doe Log out About FaQ Contact
Ceean |
Invitations Currently Viewing: Al (1) | New (1)

Click on the organization name below to view the details of your invitation.

FROM SUBJECT STATUS
Archdiocese of Toronto Enhanced Police Information Check New
Powered by Eackcheck' Canada's Largest Background Checking Company Checkwell Detision Corporation @ 2011 All Rights ed Privacy Policy

Click on the invitation - this is the text marked from “Archdiocese of Toronto”

At the bottom right corner of the screen, double click on the button to “accept”
search

< c 0 & https://www.mybackcheck.com/Secure/Requests/InboxDetails.aspx w0

~

E“ Apps & intranet D Intranet-Teamshare == TTC Frequently Askec == TTC Students ¥ Yammer : Verify Ema D » Hair Donation Guic |;| National Prospect Cls 1

myBackCheck.com

age & Share your check Welcome JOhn Doe Log out About FAQ Contact
(| oo |
Invitations Currently Viewing: Al (1) | New (1)

Click on the organization name below to view the details of your invitation.

FROM SUBJECT STATUS DATE «

Archdiocese of Toronto Enhanced Police Information Check New 2016-10-26

Enhanced Police Information Check

Archdiocese of Toronto, Headquarters requests you to perform the checki(s) listed below in order to comply with their Enhanced Police Information Check requirements.
Please click the "Accept & Continue™ button at the bottom of the page to proceed with the order.

Required Checks

ary SERVICE REQUIRED DETAILS
1 I(:‘?:‘;l'j‘iaatr:o%riminal R Add to your account. Archdiocese of Toronto will sponsor the cost of this check

Decline




Step-by-step: Applicant instructions for Online Background Check

myBackCheck.com (facilitated by Sterling Talent Solutions) e

5. Verify your identity:

= The process will now allow you to respond to 4 personalized security
questions.

* Double click on your “my account” to start the check

» Please try to complete within a few minutes to the best of your ability.

» TransUnions ID verification platform is time sensitive and the security
questions are based on your personal credit history.

* Only TransUnion’s system will confirm whether your responses match
their databases based on your selection. The questions are multiple
choice.

myBackCheck.com
Orduzwe-uunaqo & Share your background check Welcome JOh n Doe Log out About FAQ Contact

N——

Step 4 - Verify Your Identity - ID Challenge Questions

0 The time you take to provide your answers could potentially impact your score. You will n\Jpe able to change your answer or . )
return to a previous question. o Enter Your Identity Information

Confirming Your Details

Please complete this form in one sitting and do not click the ‘back’ button during the exam.
e Disclosure of Criminal Records

0 Review and Consent

Verify Your Identity
Continue o
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Information re: Electronic Identity Verification Process (EIV)

« This process is facilitated through TransUnion and uses Electronic
Identity Verification (EIV) and is based on your credit history.

+ A credit check is not being conducted and this will not affect your credit
rating.

« You will not require any electronic copies of ID to complete the process.

myBackCheck.com

Order-Store- Manage & Share your background check Welcome John Doe Log out About | FAQ | Contact
et o

Canadian Criminal Record Check Back to myAccount

Step 4 - Verify Your Identity Confirming Your Details

myBackCheck.com is proud to offer TransUnion Authentication. Verify your identity online by answering multiple choice o Enter Your Identity Information
questions generated from your credit history that only YOU should be able to answer.
Provide consent below and click “Continue fo Identity Challenge Questions” to complete ID verification online. 1D verification
is mandatory for all Criminal Record Checks in Canada. e Disclosure of Criminal Records

Please keep in mind:
= This is not a credit check and will not affect your credit rating in any way. 0 Reviewend Consen
= Some or even all of the questions may not be related to your credit file. TransUnion does this on occasion as a fraud
protection measure.
= Only you are able to view your questions. myBackCheck.com and TransUnion do not view the automatically o Verify Your Identity
generated questions or any of your responses.
= Should you be unable to confirm your identity online, additional identity verification options will be presented.

For information on your credit file, please call TransUnion at 1-877-559-5585.

TransUnion.

ion, which includ ing information held

* | understand that continuing to the next page implies consent to TransUnion
in my personal consumer credit file for the purpose of identity verification.

Back to Step 3 Continue to Identity Challenge Questions

10
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6. In the event that you are unable to verify your identity online:

« You will receive the following notification in your email with the option to
download the Canada Post ID Verification Form - the message will indicate
“the results of the exam were inconclusive”

« You are given the option to try to answer your ID questions again online,

and you will receive 4-6 different questions. It is your option to decide if you
prefer to try again, or to go in person to Canada Post.

+ This form should be taken in person along with 2 forms of ID and may be
presented at any Canada Post location

« The Canada Post representative will scan the document and transmit this
information confirming that they have viewed your ID in person

« This information is sent to myBackCheck.com to authorize the search

myBackCheck.com i

Order - Store* Manage & Share your background check Welcome: Melody ZEEB Log out About FAQ Conta

The results of the exam were inconclusive.
What can you do now?

Back to myAccou

Confirming Your Details

o Enter Your Identity Information

Try Online 1D Verification Again
If you wish to revise the information you provided, attempt the process again by clicking the Try again button. Note that
providing your Social Insurance Number can improve TransUnion’s ability to locate your e Disclosure of Criminal Records

Try Again

Click here to TRY QUESTIONS FOR A 2"° TIME:

0 Review and Consent

Continue with In-Person ID Verification: o Verify Your Identity

Your Option(s):

Canada Post ID Verification Acceptable pieces of ID

Download and print the Canada Post Physical ID Verification Form by clicking on the button below. Present the form to a o 'Provincial Diiver's License
Canada Post Retail Clerk at a participating Canada Post location, along with two pieces of ID. One must be government-
issued photo ID; the second ID must display your full name. See page 1 of the form for acceptable ID options.

e Foreign Driver's License
The Canada Post Retail Clerk will verify your ID and fax the completed form to myBackCheck.com to proceed with your
check.

e Canadian Passport

To find a pariicipating Canada Post location near you, click here.

Foreign P.
Download Form ei Forclon Eassport

Click to try download CANADA POST ID FORM

a Dravineial IN Cacd
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o Toronto

The form below is a sample of the form that can be downloaded through your account:

SAMPLE ONLY:

CANADA POST IDENTITY VERIFICATION FORM

PAGE 1

Reminder: This form cannot be pre-printed in advance for an applicant to verify ID at
Canada Post.

TransUnion’s system automatically generates this form, along with a barcode with the
individuals’ file number. Canada Post will scan the documents and submit to Sterling.
They will delete your information from their servers.

myBackCheck.com ' &

Order - Herw - Manige B Ehare your hadkgrood cheadk

Canada Post Physical Identification Verification Form

A

Scan the barcode OR select Other Sales(F12), then select BackCheck{F12) to begin

TAKE CLEAR IMAGE OF EACH ID

ol

TAKE CLEAR IMAGE OF SIGNATURE BOX BELOW

- Canada Post Physical Identity Verification
i pe That an this form i acourale, | acanowdadgs that |

e proseded cangsed &5 aiyesd 1o the e end condifons presantad bo me when |
Jcenpleted my suberission anline af myBsckCheck com o cbtin my Canadisn Criminal
[Record Caeck with Local Polios Information, /

IEb'm.r: af ~ ) B

The applicant’s name and date of birth
along with place of birth are
automatically placed on this form.

The applicant must sign the form in

D, P70 N\ the presence of the Canada Post.
Clark 2016 -10- 0% [Fotion Agpims For ¥
Stamp Here

Applicant
Sign Hera i

Maiden Name(z) & Othar

Placa of Blrth (ChpCoundn

Enhanced Polics information Check

CLFESIE RLK

Fagseting Crganizaton: ¥
Arehiinosse of Teronls

SUBMIT CLEAR AND READABLE IMAGES ONLY

12
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PAGE 2
SAMPLE ONLY:

myBackCheck.com ' &

Ordar « Shore » Mange & Fhuwe vour betuprowsd chek

Instructions for Canada Post ldentification Verification

To have your D verified by Canada Post, follow these simple steps:

1. Print the “Canada Post 1D Verification Form™ and visit www backcheck net/canadapost to find 3 participating
Canada Post retail location in your area.

Z  Take the form, along with two (2) pieces of appropriate 1D, and present them to a Canada Post retall clerk to verify
yaur informatian, Please read below for acceptable types of 0.

4. The Canada Post retail clerk will scan the completed form and 105 and send them directly to us for processing. The
clerk will return the form to you and provide a receipt as confirmation of the transaction.

Acceptable types of ID for Physical ID Verification

Primary ID must be gowernment-lssued phato 1D containing your name, signature, and date of birth.

Examples:
v Provincial Driver's License

+  Forelgn Driver's Licanie A listi f table f fIDi
»  Canadian cr Forelgn Passport isting of acceptable forms of ID is

. ProvinclalID Card listed on the 2" page of the form.
«  Canadiam Citizenship Card

o Canadlan Permanant Resident Card

= Certificate of Indian Status

Secondary I may be any type of D displaying your full name, ideally governmeni-sued,

Examples:
= Additional primary 1D as listed above
= Birth Certificate
= Marriage Certificate
v Student 1D Card

13
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7. Electronic Notification:

« If your identity has been verified by TransUnion’s electronic ID
authentication questions, the email notification that you will receive
in your personal email will appear as below:

“Your Criminal Record Check is now Processing”

« Your report will be sent to your personal email from myBackCheck.com
(Sterling Talent Solutions)

« The Human Resource Department will receive an electronic notification
that you have been cleared to work.

« We will then notify the Director of the Office of Catholic Youth of your
final clearance to work as a volunteer or employee.

Your screen will appear like this if ID is verified electronically:

myBackCheck.com
Order - Store* Manage & Share your background check Welcome: Owen BISSON Log out About FAQ Contact
Your Criminal Record Check is now Processing! dback
N OW proceSSI ng questions or comments
You will receive an email notification once your check is complete. | site? Please let us know.

*Remember: This is your personal account. You may log in at any time to view your check an e it with any additional
organizations.

You have successfully verified your identity with TransUnion Authentication.

Please keep in mind: Send

This is not a credit check and will not affect your credit rating in any way.

Some or even all of the questions may not be related to your credit file. TransUnion does this on occasion as a fraud
protection measure.

Only you are able to view your questions. myBackCheck.com and TransUnion do not view the automatically
generated questions or any of your responses.

For information on your credit file, please call TransUnion at 1-877-559-5585.

TransUnion
If you have any technical questions, please contact the support centre at

myBackCheck.com at 1-877-455-6699. A team of representatives are available to assist
you with questions from 8am-9 pm EST

OR

Questions concerning the status of your report, please contact Human Resources,
Volunteer Screening Department @ the Archdiocese of Toronto at 416-934-3400 EXT.

517.
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