PRE-ADMISSIONS BACKGROUND
CHECK

How to set up your initial background check in Castlebranch



THINGS YOU NEED

* Make sure you are using Google Chrome as your internet browser any time you are
accessing CastleBranch

* Have your unique package code handy
* If you do not have your SSN memorized you will need that information
* Your SRNA License Number
* Have your credit/debit card information at hand.
* Cost of this background check is $60.00 and is non-refundable

* If you have a Campbellsville University email address, you must use this to set up
your account. If you do not, you can change the associated email once you are
accepted into the program.

* Please be sure to remember what email you use to set up your myCB account
because if you are accepted into the program, you will be required to access this
brogram regularly




PLACING YOUR INITIAL ORDER

* Using Google Chrome as your browser, go to www.castlebranch.com

* At the top right corner of the screen, select “Place Order”

@ CastleBranch ABOUT CASTLEBRANCH  INDUSTRIES  SOLUTIONS = COVID-19 (PLacEORDER, [siNiN] [contacTus] O,

OVERVIEW  WORKFORCE HIGHER EDUCATION  HEALTH CARE

Order above and entering package code LX9Trealid
Close this notification

We believe in a worry-free path to the best

EMPLOYEE
for your.or.g;.nization.



http://www.castlebranch.com/

PACKAGE CODE

* Enter your unique package
code

* Remember, package codes
are unique to you and
should not be shared or
reused. If you think there is
a mistake with your code,
please reach out for
assistance before attempting
to reorder. This could cause
double charges etc.

* Make sure package codes are
entered exactly as they are
given to you (spaces,
capitalization, etc.)

* Click “Submit”
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/

Ordering your own background check?

Please enter the organization's package code.

Package Code:

| BR5#g Code @

School Administrators and Employers, log in to your Administrator Portal to view and manage vour students and applicants and their
orders.

IT you do not know the package code, please contact Customer Service at (888) 723-4263 or customerservice@castiebranch.com
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TERMS AND CONDITIONS

» Review the @) castiesranch

package contents, o . T ...
as well as the

“Terms and & |
Conditions of onee review

Campbellsville University - Pre-Admissions includes the following package contents:

b B
U S e Package: BT68

Statewide Crimina
MNationwide Healthcare Fraud And Abuse Scan

P ( : h I th b MNationwide Record Indicator Alias with SOI
e C ( e OX Social Security Alert

Residency History

Stati ng th at yo u Package Cost: $60.00

Additional Information
The package above includes a statewide search within the state listed. If additional counties are found associated with your name

ag re e to th O S e outside the state, they will be searched for no additional charge.

Click the button below to continue your order and create your myCB account. You will
te rm S access your account to manage your order and view your results. If you already have a
myCE account, you will have the option to log in.

E/I have read, understand and agree to the Terms and Conditions of Use.

e Click Continue @



|. PERSONAL INFORMATION

Place Order:

; A
* Complete the required Personal
Infor’mation PERSONAL INFORMATION
* If you have a Campbellsville | [ g el
University email address please :
enter that on the email line. If )'OV o ] BRI

do not, use your personal email, - |

w

and you can change this upon e ]

acceptance into the

. ° t / Social Security Number” L If you are nor 3 US CIIZEn and tErefors 00 ol ASVE 8 S00/al SEcunty NUTOEr pissss enfer T11-11-1171 [0 Drocesc with your onder
university/program ORI
mm iy

oS O Female O Make

¢ CIiCI( “Next” STUDENT INFORMATION

Designati Q Undergraduate O Graduste
DegresCeartification:
EREEe T~

* Indicates required information



CASTLEBRANCH ACCOUNT

* Remember to use your
Campbellsville University email @ castietranch

address if you have one
Place Order:

* Please put your password 2
somewhere you can access it.You will e
not create a new profile upon youramail oftress Hissse arsals o passwot, Thess
admittance, so you need to be able to Emmdd
access this existing profile e
throughout the program

Password:
& Confirm:

e Select “Create Account”



VERIFY INFORMATION

* These are all of the database checks
that CastleBranch will be running in
this initial background check

* Verify that all information on this page
IS accurate

* Once you have verified the
information, click “Next”

Place Order:

STATEWIDE CRIMINAL KY

Narne *

Statz ©
_ e s

NATIONWIDE HEALTHCARE FRAUD AND ABUSE
SCAN

Professional License Mumber

NATIONWIDE RECORD INDICATOR ALIAS WITH S0OI

= Shivel w

SOCIAL SECURITY ALERT

MNarnz*

RESIDENCY HISTORY

I§




CASTLEBRANCH BADGE
IGNORE

* You will not need a CastleBranch
badge while enrolled in our program

* Select “No thanks, continue with my
order”

* Then click “Next”

@ CastleBranch

Place Order:

CastleBranch Badge

The CastleBranch badge gives YOU the POWER to share your background

check resulis¥ at any fime with any one, saving you the costs and hassle of
repeating background check requirements.

Why order the CastleBranch badge?

Save Money

Don't pay twice for a background check! Most volunteer organizalions, clinical
sites and employers require background checks. Proving you've already
completed one could save you hundreds of dollars.

Prepare for YOUR Future

Get in front of the line for a job. In today's struggling job market, proving that you
have already completed a background check gives you the advantage over your
competition.

Stay in Compliance
From hospitals to schools to volunteer activities fo clinical sites, prove your
background check compliance at a glance, without a haszsle.

(Yes! Please add a CastleBranch badge to my order for §12.00

Qc- thanks, continue with my onder

arder. Pleass s2= the Order Summarny page (s

cords cannot be shared via the

tieBranch badge.

Contact ls Logout




ORDER REVIEW

 Review all information

e Remember, the $60.00 fee
is non-refundable. If there
is an error in information
you will have to pay for a
new background check

e Select “Next”

@ CastleBranch

Place Order:

ORDER REVIEW
~cac

Personal Information:

igour Fama:
QB:
<pssn:

ORDER INCLUDES

ETES

Mationwide Healtheare Fraud And Abuss Scan

+ Mame:

Maticnwide Recerd Indicator Alias with S0

+\Iame:

Social Security Alert

+ Mame:

Residency History
? +\.Iame:

Totsl Price: 520.00

o
3
8
=
1

® Indicates requirsd in

School Name: +Campbell5\rille University - Pre-Admissions

Contact Us  Logout

® Chat With U



PAYMENT

COMPLETE ALL REQUIRED PAYMENT
SELECT PAYMENT TYPE INEORMATION

@ CastleBranch e G @ CastleBranch

Contact Us  Logout

Place Order:
Place Order:

® Chat With Us
® Chal With Us

PAYMENT INFORMATION EASY PAYMENTS!
PAYMENT INFORMATION

monthly installments available
EASY PAYH E NTS! Payment Type:*

Mame 25 it appears on card:

Card Mumber: *

Expiration Date: * l:l l:l
[

Monthly installment payments: *

monthly installments available

Payment Type:*

(O Yes, pay for my order with menthly installment payments.
* Indicates required information Monthly |I'SLa||£l|‘E_I:I'!|F'EyI'n='I 1= will _e v intg thres (EiL?‘-.oThry

initial arder The
months afier the inial pay

payments. ‘Your initial pgyment changed today will be i roent (30%) of your
ggm nsiallment E‘epCKEIQE leII%wur ony mé' E h o :\“l foﬁwo
£ mad= ,’ If additicnal itemis must be added to your package, ¥cu\f_1|l| be char; jditional instaliment
FYIMEnts. nurnier of additenal mstallment payments will vary depending on the: hota cost of additional item: . Atransacton fee of
~99 will be charged per installment payment inchiding the initial psyment. lfyour credit cand declines on your scheduled psyment date we will
continue 10 atiemg tﬁsﬁ'large your card dall,’ until the payment is colizcted. Any remaining payments there afier shall be charged one (1) month
e
al paymant was mace o

" H o

ast day of the manth and fubure paymants ans due in &

(O Mo, thank you, please pay for my arder in full at this fime.

manth with fewer days. you will be added 1o the preceding payment dale

Fush arger* (O Yes, please rush my order for an additional 57.95.
*Your order will r=ceive pricrity processing. This may reduce order processing time by 1 %0 2 days on sverage. Cenain searches are not eligible for
Rush including drug tests, immunization record review 'and verifications of employmentieducation/professional license.

O Mo, thank you, do not rush my order.

BILLING ADDRESS

Country: *
CLICK “SUBMIT” — A ———
State: * ‘entucky w
Zip Code: * 42718-1821

*Indicates required infarmation Click Submit once, payment authorization may take several minutes.




FINAL STEPS

* Once your payment has processed, you will receive a payment
confirmation receipt via email. Save a copy of that receipt to your
desktop.

* You will be required to provide proof of this receipt with your
Pre-Admissions packet

* Once your background check has been completed, results will go
directly to the School of Nursing Clinical Regulatory &
Compliance Administrative Coordinator for review by the
admissions panel during the application process

* You will also receive a copy of the results via email



RESOURCES

Remember if you have any questions
or concerns to please reach out to
Mrs.Vale, Mrs. Marlow, or
CastleBranch Support

I I Iy @ A @Cas‘tleﬂranch Solution.

Our team looks forward to taking your call. Please have your username (email address) available.
Call: 888.723.4263
Hours of Operation:

Monday - Thursday: 8:00am - 8:00pm ET
Friday: 8:00am - 6:30pm ET

Mrs. Brooke Marlow

Clinical Regulatory &
Compliance Administrative
Coordinator

tbmarlow(@campbellsville.edu

(270)789-5154

Mrs. Rhonda Vale
Clinical Coordinator

rgvale@campbellsville.edu
(270)789-5383



mailto:tbmarlow@campbellsville.edu
mailto:rgvale@campbellsville.edu
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