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Valley Athletic Association Volunteer Background Check Entering Instructions

1) Go to www.mcdowellagency.com  and click on “Client Log-in.”
2) Enter your User ID and Password (and note that user IDs and passwords are case sensitive):
USER ID:
(see email from risk manager)

  

PASSWORD:
(see email from risk manager)

Then click on the “Login” button.  

Contact backgroundchecks@vaasports.org if you need User ID or password
3) To begin select the “request” tab from the menu that stretches across the top of the webpage.

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.

5) Type in the following required information:

A) Last Name

B) First Name

C) Current Address

D) Zip (City and State will be automatically filled in after entering your zip code.)


E) Date of Birth


F) Social Security Number
6) Under Additional Information please enter the following:

a. In the “Reference” field, please enter the sport for which you will be a volunteer. 


Then click “Continue” to proceed with the request.

7) Order Authorization and Submission: Click on “Agree and Submit Order.”
No additional information should be required on this page, and there is no file to upload.
8) You will then see a “Thank You” page confirming your order. Please be sure to print a copy for your records. You can then logout to complete the process.
Contact The McDowell Agency, Inc. with any questions:

Office:

651-644-3880

Toll Free:
877-644-3880

Email:
anna@mcdowellagency.com
1714 University Avenue West

St. Paul, Minnesota 55104

Fax: (651) 644-3877
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